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About this guide 


This Business User’s Guide contains information about using Quicken 
for advanced bookkeeping techniques such as accounts payable, 
accounts receivable, job costing, and payroll. 


Not all business users need to use the techniques described in this 


manual. In fact, the general Quicken User’s Guide covers many basic 
business functions, including: 


Writing checks in bank accounts 

Entering deposits and payments in a check register 
Reconciling (balancing) your checkbook with a bank statement 
Setting up a budget spreadsheet for your income and expenses 
Grouping recurring transactions for automatic entry 

Creating preset business reports and graphs 

Tracking loan balances and amortized loan payments 

Tracking credit card balances and expenses 

Trying out financial “what-if” scenarios 


Managing your investment portfolio 


Before you start using Quicken for business, we suggest that you set 
up your first bank account (perhaps a personal checking account) 
and enter a few transactions such as checks, payments, deposits, 
and ATM (automatic teller machine) transactions. For information, 
see the following sections in the Quicken User’s Guide: 


Chapter 3, Setting up your first bank account, beginning on page 31 
Chapter 7, Using the register, beginning on page 79 


After you have set up your first bank account and entered some 
transactions, browse through the Table of Contents of the Quicken 
User's Guide to get some ideas about how Quicken works and what 
it can do for you. You might even want to use Quicken to track your 
personal finances for a month before you set Quicken up to track 
your business finances. 


This guide contains many references to the Quicken User's Guide for 
detailed information about basic Quicken features. Nevertheless, 
we encourage you to learn the basic features of Quicken before you 
start using the techniques described in this manual. 


Most of the techniques in this guide are self-contained modules; you 
don’t need to use all of them to benefit from using Quicken. Just use 
what you need—Quicken is extraordinarily powerful and flexible 
software. 
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Setting up Quicken for 


Setting up your 
Quicken data file 


business use 


Setting up your Quicken data file 
Setting up your chart of accounts 


Cash versus accrual bookkeeping 


Or Ul Nt — 


Closing at year-end 


Quicken has many business uses beyond paying bills and 
maintaining a check register. These uses include accounts payable, 
accounts receivable, reporting income and expenses by job, 
property, or client, payroll, and petty cash accounting. 


Quicken is used by businesses ranging in size from home businesses 
to large corporations (who use it for petty cash accounting). It is also 
used by many nonprofit organizations such as clubs, churches, and 
charities. 


Note: You don’t need to understand accounting to use Quicken 
because Quicken doesn’t use traditional accounting terms. 
However, if you are accustomed to traditional accounting terms, 
please refer to the index at the back of this manual and to the 
“Accounting glossary” on page 54 to find what you need. 


If you plan to use Quicken for home use and business use, you need 
to decide whether to set up a separate file for business. 
Setting up a separate file for business transactions 


The IRS advises all business owners to keep business transactions 
completely separate from personal transactions. The best way to 
keep separate records in Quicken is to set up a separate file. Choose 
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Your can name your business data file 
anything you like. In this file, you 
might set up separate Quicken 
accounts for your business checking 
account, your business credit card, 
your capital equipment, and your 
business loans. 


Select Business categories to set up a 
file with the preset category list shown 
on page 3. 


Setting up your 
chart of accounts 
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New File from the File menu to set up a new file. Select the Business 
checkbox to use Quicken’s preset business categories. 


@ Quicken4 v 


Q Billminder c MAXTOR HD 
{) Business Categaries 


{) CDNNECT.SER 
QD tome Categories Deskto 
& Quicken 4 


Quicken Help 


File for your accounts: 


Business accounts 

Quicken Categories to use: 
OC Home 

] Business 


Press 3? for Help. 


Setting up a separate checking account in your 
current Quicken data file 


If you run a business from your home and you regularly split 
payments for items such as rent, utilities, or mortgage interest, you 
could set up a separate business checking account in your current 
file. Be sure to deposit all business income in the business account, 
and to pay all expenses that are completely business-related from 
the business account. For a payment amount that is split between 
home and business, assign a class such as “Business” to the business 
part of the transaction. 


Accountants are accustomed to working with a chart of accounts that 
includes accounts for income, expenses, assets, and liabilities. 
Quicken has two different concepts: 


Quicken categories are income and expense items 


Quicken accounts are asset and liability items. Quicken has seven 
account types (bank, credit card, cash, asset, liability, portfolio, and 
mutual fund), and you can have up to 255 accounts in a single 
Quicken data file. 


You can see all your categories and accounts in one place in the 
category and transfer list (#8 L). Whenever you enter a business 
transaction into Quicken, you assign the transaction to a category or 
an account. 
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When you set up a new file, you can 
use these preset business categories. 
Later, you can edit or delete these 
categories or add your own. You can 
also add categories “on the fly” as you 
type in transactions. 


You'll find complete information 
about setting up categories in 
Chapter 5, Setting up categories and 
classes, beginning on page 43 in the 
Quicken User’s Guide. 


If you want to use this list with your 
current Quicken data file, choose 
Import from the File menu and import 
the “Business Categories” file (it is 
located in the folder where you 
installed Quicken). 


Setting up income and expense categories 


The traditional chart of accounts is equivalent to Quicken’s list of 
income and expense categories. Quicken comes with the following 
preset list of business-related categories and subcategories. 


Category name Category description 


Income: 
Gross Sales 
Interest Earned 
Rent Income 
Expense: 
Ads 
Bad Debt 
Bank Charges 
Benefits 
Car & Truck 
Commissions 
Cost of Goods 
Labor 
Materials 
Other 
Depletion 
Depreciation 
Dues 
Freight 
Insurance 
Interest Paid 
Janitorial 
L&P Fees 
Late Fees 
Meals & Enter 
Miscellaneous 
Office 
Pensions 
Rent Paid 
Repairs 
Returns 
Services 
Supplies 
Taxes 
Travel 
Wages 


Advertising 


Employee Benefits 


Legal & Prof. Fees 
Late Payment Fees 
Meals & Entertainment 


Office Expenses 


Pensions & Profit Shar. 


Returns & Allowances 


Wages & Job Credits 


Tax form assignment 


C:Gross receipts 


E:Rents received 


C:Advertising 


C:Car and truck expense 
C:Commissions and fees 


C:Other business expense 
C:Interest expense, other 
C:Legal and professional 
C:Other business expense 
C:Office expense 

C:Rent on other bus prop 


C:Repairs and maint. 
C:Returns and allowances 


C:Taxes and licenses 
C:Travel 
C:Wages paid 


3 You can link categories to tax forms and schedules (Schedules C and 
E, for example) to make tax returns easy to fill in. For complete infor- 
mation, see Chapter 22, Preparing your income taxes, beginning on 


page 361 in the Quicken User’s Guide. 


Fr ————————————————z&_&_——_E 
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Tip: You might want your accountant to 
draw up the chart of accounts for your 
business before you set it up in 
Quicken. 


Select Both so that Quicken will sort 
by chart of accounts numbers (instead 
of descriptions) and display both 
numbers (names) and descriptions. 


Classes are also important if you want 
to track business expenses and income 
by client, job, project, property, or 
department. See “Using classes to track 
jobs, projects, clients, and more” on 
page 8. 


If you havea chart of accounts that uses numbers, you can use these 
numbers as the category names. Just enter a description of each 
category in the Set Up Category window, as shown in the following 
table. Your category names should all have the same number of 


digits, so that reports organized by category display the categories 
in ascending numerical order. 


Category name Category description 


4001 Sales 
4002 Returns 
5001 Cost of Sales 


Normally, Quicken reports display category descriptions and 
arrange them in alphabetical order. To arrange the categories in 
reports in ascending numerical order and display both numbers and 
descriptions, change that setting as follows. Choose Reports from 
the Settings menu, and then select Both for Show Category/Class. 


p-Show Category /Class~-—-—-+ 
i ©)Deseription i 


Sg Name 
i Both 


yooorneceuternveceoeeresomecnecenscmneerared 


Assigning transactions to categories 


To keep accurate books, you should assign every transaction to a 
category (except the Opening Balance transaction in the register). If 
you're running a business from your personal checking account, 
you might want to assign a “Business” class to business transac- 
tions, in addition to assigning an income or expense category. 


Assigning a category to a transaction is easy. Type the category 
name, or choose the category from the category and transfer list. 
(See “Assigning categories to transactions” on page 82 in the 
Quicken User’s Guide.) 


If a transaction applies to more than one category, use a split trans- - 
action to enter each category name and the amount that should be 
applied to it. (See “Splitting transactions” on page 92 in the Quicken 
User’s Guide.) 


To be certain that you categorize every transaction, Quicken has a 
feature to require that every transaction be assigned to a category. 
(Choose General from the Settings menu.) 
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Cash versus 
accrual 
bookkeeping 


Closing at year-end 


Before you begin, you need to decide whether you want to use the 
cash or accrual method of bookkeeping. 


In cash bookkeeping, you recognize expenses at the time you write 
the check; you recognize income at the time you receive money from 
customers. Most proprietorships and small retail businesses use 
cash-basis bookkeeping or modified cash-basis bookkeeping 
because of its simplicity. The modified cash-basis method is the 
same as the cash-basis method, except that you report deprecia- 
tion on certain business assets over a number of years. 


Do not confuse cash-basis bookkeeping with Quicken’s cash flow 
reports. Although the names are similar, they are used differently. 


In accrual bookkeeping, income or expenses occur at the time you 
agree to a sale or purchase rather than at the time you exchange 
cash. This method means that the first time you enter the transaction 
into your records and the moment when you pay or receive cash are 
two separate events. Most accountants recommend accrual 
bookkeeping as the most helpful way to get a true picture of your 
financial condition. If your business is organized as a corporation, 
the IRS says you must use the accrual method. 


Quicken lets you use either bookkeeping method. 


Quicken is not a period-based accounting system, so there is never 
a need to close periods. However, if you want to control or stop 
activity in a prior period, you may use a transaction password. A 
transaction password prevents anyone but you from being able to 
change transactions in a prior period. See “Requiring a password to 
change earlier transactions” on page 74 in the Quicken User’s Guide. 


If you are interested in archiving the data for a prior accounting 
period, see “Creating a year-end backup” on page 63. 
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Basic business uses 


Business reports and graphs 6 

Using classes to track jobs, projects, clients, and more 8 
Asset and liability accounting 10 

Tracking equity 2 

Preparing income taxes 13 


(Example) Using classes to manage rental properties 14 
Quicken can help manage your business. This chapter shows you 
how to use Quicken to: 

© Report on your business profits 

°¢ Monitor expenses and compare budgeted amounts to actuals 
e _Itemize costs and revenues relate to specific jobs or projects 

© Track assets and liabilities 


© Organize tax information 


Whether your business uses the cash or accrual method of 
bookkeeping, you accomplish the tasks described in this chapter the 
same way. Before following the steps in this chapter, however, make 
sure you have set up Quicken for business use. See “Setting up 
Quicken for business use” on page 1. 


Business re p orts Quicken has 12 preset business reports. For an example of each 


report, see “Business reports” on page 311 in the Quicken User's 


and graphs Guide. 


To create a business report, choose Business from the Reports menu. 
Then, in the Business Reports window, double-click the report you 
want to create. 


Use if you do cash-basis accounts 
payable (see page 18). 


For information about setting budgets 
and creating budget reports, see 
page 351 in the Quicken User’s 
Guide. 


Use if you are tracking income and See 


expenses by class (see page 8). y 


Use if you do payroll as described on / 
page 40. 


Click Show Options to change the 
report format or the data included in —— 
the report. 


Or press 3 M 
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Business Reports 
Summarize bills-to-pay, by creditor 

A/R by Customer Summarize payments due, by customer 

Balance Sheet Calculate equity based on assets and liabilities 
Compare actual income/expenses to budgeted amounts 


Summarize income and expenses by category 
Income Statement Summarize revenue and expenses (profit & loss) by category 
Itemized Categories List transactions and subtotal by category 

Summarize income and expenses by class 

Summarize payroll income and expenses by employee 

List transactions and subtotal by reconciled status 

Summarize transactions by category (or other item) 
Transaction List transactions from all/some accounts (subtotal optional) 


To run a report, double-click on it 


When you double-click a report, Quicken displays a Create Report 
window for that report. 


Create Budget Report 


Title: |Budget Report 


po Report on transactions me ae 


From |1/1/93 Through | 12/31/93 Date: [Current Year ¥] 


es 


eae + Show Options 


For help with any report options, press # ? or see Chapter 19, 
Creating reports, beginning on page 319 in the Quicken User's Guide. 


Tips for business reports 


Use QuickZoom to see a list of transactions that make up a summary 
dollar amount. To use QuickZoom, double-click the dollar amount. 
To see one of the listed transactions in its register, double-click the 

transaction. For more about QuickZoom, see “Investigating items in 
reports using QuickZoom’” on page 337 in the Quicken User's Guide. 


If any report shows an item as “Other,” that means that Quicken 
included at least one uncategorized transaction. For a list of these 
transactions, use QuickZoom. 


You can limit, or restrict, the transactions included in the report. See 
“Changing report restrictions” on page 331 in the Quicken User’s 
Guide. 


Memorize a report if you have customized the report options and 
expect to use those options again. Choose Memorize from the Edit 
menu when the report window is active. For more information, see 
“Memorizing and recalling reports” on page 338 in the Quicken 
User's Guide. 


Using classes to 
track jobs, 
projects, clients, 
and more 


For more information about classes, 
see Chapter 5, Setting up categories 
and classes, beginning on page 43 in 
the Quicken User’s Guide. 
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Business graphs 


Quicken has two graphs that give you a picture of your business. 


Graph Description 
Income and Bar graph of monthly income vs. expenses, plus 
expense pie chart of your top ten expenses during the 


time period. Based on all accounts, categories, 
and classes unless you specify otherwise. 


Budget variance _ Bar graph of actual vs. budgeted monthly net 
income, plus bar graph of actual vs. budgeted 
amounts by category during the time period. 
Based on all accounts, categories, and classes 
unless you specify otherwise. 


To create a graph, choose Graphs from the Reports menu. Then 
choose the graph you want. (For more information, see Chapter 20, 
Creating graphs, beginning on page 341 in the Quicken User’s Guide.) 


Quicken can help in tracking income and expenses by job, project, 
client, salesperson, department, and rental property. This makes 
Quicken valuable in medical, legal, consulting, and other profes- 
sional service firms, as well as property management, job-shop 
manufacturing, construction, and similar businesses. 


®@ Setup alist of categories based on your chart of accounts. 
See “Setting up income and expense categories” on page 3. 


® Setup aclass for each of your jobs, projects, properties, 
clients, salespersons, or departments. 


See “Setting up classes for jobs, projects, clients, and more” 
on page 9. 


@ Assign each transaction to both a category and a class. 


Let QuickFill help you fill in both categories and classes. See 
“Using QuickFill to complete transactions” on page 158 in 
the Quicken User’s Guide. 


@ Create reports. 


See “Reporting on jobs, projects, clients, and more” on 
page 10. 
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If you handle a number of projects for 
a client, set up the client as a class 
name. Then set up each of the project 
names as a subclass of that client. 


Select Both so that Quicken will sort 
by class numbers (instead of 
descriptions) and display both 
numbers (names) and descriptions. 


Identify the amount spent for each job 
by class. 


Setting up classes for jobs, projects, clients, and more 


You set up classes on the basis of the type of reporting you want to 
do. For example, if you work on a number of projects at one time, set 
up a class for each project. If you work with a number of clients, set 
up a class for each client. If you have an existing set of job or depart- 
ment numbers, use these as the class names. Add a text description 
for each number. Keep class names short, as they must fit next to the 
category in the Category field. Here are some examples of classes: 


Class name Class description 

Rogers Rogers, Sone, Kelman & Associates 
Ellis Ellis & Ellis, Architects 

MAR 02 Mari’s Chicago Deli, menu design 
07 Facilities Department 


Normally, Quicken reports display class descriptions and arrange 
them in alphabetical order. To arrange the classes in reports in 
ascending numerical order and display both numbers and descrip- 
tions, change that setting as follows. Choose Reports from the 
Settings menu, and then select Both for the Show Category/Class 
setting. 

r-Show Category /Class ~~~ 

(@) Description 


Splitting purchases and deposits among jobs 


When a transaction includes expenses that apply to more than one 
job, split the transaction and identify the amount for each job with 
the class for that job. 


For example, if you write a check to Snappy Printing for printing 
services for both the Rogers, Sone, Kelman & Associates project 
(Rogers) and the Ellis & Ellis, Architects project (Ellis), the split 
might look like this: 


CATEGORY /CLASS 
|Printing/Rogers 


Printing/Ellis 


Basic steps to create a business report 


are on page 6. 


Asset and liability 
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accounting 


Similarly, if you deposit several checks for different jobs, split the 
deposit transaction. Identify the income category and the class for 
each check amount. 


Reporting on jobs, projects, clients, and more 


The Quicken job/project report is useful for reporting on jobs, 
properties, clients, projects, salespeople, or departments. 


The preset job/ project report summarizes income and expenses by 
category, with a separate column for each class. For an example of 
the job/project report, see page 314 in the Quicken User's Guide. 


If you have many classes, you'll find the report more manageable if 
you limit it to one or a few classes. To limit the report, see “Changing 
report restrictions” on page 331 in the Quicken User’s Guide. 


You can use Quicken to track the value of assets and liabilities such 
as capital equipment (fixed assets) and loan balances. (If you use 
accrual accounting, you can set up asset and liability accounts to 
recognize revenues and expenses on an accrual basis. You can set up 
specific asset and liability accounts to track accounts payable, 
accounts receivable, prepaid expenses, unearned revenues, and 
equity. See Chapter 3, Advanced business uses, beginning on page 18, 
and “Tracking equity” on page 12.) 


® Set up asset and liability accounts for each asset and 
liability you want to track. 
Choose New Account from the File menu. See “Setting up 
additional Quicken accounts” on page 36 in the Quicken 
User’s Guide for more information. 


@ Enter transactions in the accounts as described in this 
section. 


@ To geta picture of your business’ assets, liabilities, and 
equity, create a Quicken balance sheet. 


For an example of a Quicken balance sheet, see “Balance 
sheet” on page 312 in the Quicken User’s Guide. 
Tracking the value of fixed assets 


One common use of asset and liability accounting with Quicken is 
to track the value of your fixed assets. To do this, set up an asset 
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account in which to record assets you already have and assets you 
purchase. Call it something like “Cap Equip” (for capital equip- 
ment). Set it up with a zero opening balance. 


For each asset you currently own: 
Enter a transaction with the name of the asset in the Payee field. 
Enter the current value in the Increase field. 


Enter the name of this asset account (for example, Cap Equip) in the 
Category field. 


If you want to track the original price and the depreciation so far, 
split the transaction: 

On the first line, change the amount to the original price. 

On the second line, enter a negative amount for the prior deprecia- 
tion. 

On both lines enter the name of this asset account in the Category 
field. 


CATEGORY /CLASS AMOUNT 


Purchase Price 


When you purchase an asset, record it in the register of your 
checking account. Type the name of the asset in the Memo field. In 
the Category field, specify a transfer by typing the name of the asset 
account you created to track fixed assets (for example, Cap Equip). 
When you record the transaction, Quicken creates a parallel transac- 
tion in the asset account to show the transfer of funds from the 
checking account to the capital equipment account. Edit the transac- 
tion in the asset account by using Cut and Paste (on the Edit menu) 
to replace the payee name with the asset name (from the Memo 
field). Your editing in the asset account does not affect the transac- 
tion in the checking account. 


Tracking asset depreciation 


When you’re ready to record the depreciation of an asset, enter a 
transaction in the asset account register. Enter the name of the asset 
in the Payee field, and the amount of depreciation in the Decrease 
field. For the expense category, use “Depreciation” (or whatever 
category name you use for depreciation). 


elle 


Tracking equity 
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Depreciation appears as one of the categories on an income state- 
ment. If you want a report showing the current value of each asset, 
create a custom summary report. Enter a date range that includes all 
transactions for the assets. Specify Payee for Row Headings and 
None for Column Headings. Restrict the report to the asset account. 


Tracking the balance of loans 


Quicken tracks loan payments automatically. The balance of your 
loan is reduced each time you make a payment, and Quicken calcu- 
late the principal and interest amounts for you. For complete infor- 
mation, see Chapter 17, Tracking loans, beginning on page 279 in the 
Quicken User’s Guide. 


Computing equity for a sole proprietorship 


A Quicken balance sheet computes equity as the difference between 
assets and liabilities. (See “Balance sheet” on page 312 in the Quicken 
User's Guide.) The equity amount represents your claim to the assets 
of the business after the claims of the creditors (the liabilities) are 
deducted. This equation works well for a sole proprietorship; you 
can always check the value of your owner’s equity by creating a 
Quicken balance sheet. The terms “capital” or “owner’s draw” are 
sometimes applied to the owner’s equity in the business. 


Computing equity for a partnership 


If your business is a partnership, set up a separate liability account 
called “Equity” for the initial investment of each partner (for 
example, “Equity-Sam” and “Equity-Lisa”). Use these accounts, 
known as capital accounts, to track each partner’s equity, or owner- 
ship interest, in the business. Enter cash contributions to the 
business into the check register and categorize the deposit as a 
transfer to the Equity account. 


Transfer salaries into the partners’ capital accounts. If partners 
withdraw salary or cash from their own capital accounts, the 
balance of their capital accounts (which is their ownership interest 
in the business) decreases. At the end of a period, distribute the net 
income of the partnership to the partners’ capital accounts. 


Preparing income 
taxes 
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Computing equity for a corporation 


If your business is incorporated, set up a liability account for the 
paid-in capital, or investments, of the shareholders. This is the 
Capital Stock account. During an accounting period, distribute the 
earnings of the corporation to stockholders as dividends. At the end 
of an accounting period, transfer any remaining income of the 
corporation to another liability account called Retained Earnings. 
The balance in the Retained Earnings account is retained for use in 
the business. The total of the balances in the Capital Stock account 
and the Retained Earnings account is the total shareholders’ equity. 


Quicken can be a great help in preparing all the forms and schedules 
you need to return to the IRS. The more carefully you set up your 
Quicken data, the more information Quicken can help you gather. 
Quicken tracks tax-related activity on an annual basis, and prints the 
following reports: 


Tax summary (see page 309 in the Quicken User’s Guide) 
Tax schedule (see page 308 in the Quicken User's Guide) 
Capital gains (Schedule D—see page 299 in the Quicken User's Guide) 


Investment income (Schedule B—see page 301 in the Quicken User’s 
Guide) 


When you assign line items from tax forms and schedules to 
Quicken categories, Quicken can prepare a tax schedule report and 
even export the data to MacInTax. See Chapter 22, Preparing your 
income taxes, beginning on page 361 in the Quicken User’s Guide. 


See “(Example) Using classes to manage rental properties” on 
page 14 for information about tracking rental income and expenses 
for Schedule E. 


Keep separate records for home and business 


The IRS requires that you keep separate records of personal and 
business transactions. Open a separate checking account for your 
business and set up a Quicken bank account to track business 
income and expenses in that account. When you need to add funds 
to your business account, transfer money from your personal 
checking account or write a personal check to the business. If you 
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(Example) Using 
classes to manage 
rental properties 
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pay business expenses with a personal credit card, reimburse 
yourself from the business checking account. 


Keep your receipts 


Quicken can bea great help in gathering the data you need to report 
deductible business expenses on Schedule C (for example, travel, 
meals, and entertainment). Use your Quicken reports to prepare 
your return and file your original receipts and other documents ina 
safe place. 


Tracking income and expenses related to rental properties has been 
a very popular use for Quicken. 


If you're tracking several properties, you'll want to use Quicken’s 
category and class features. They can help you record and report on 
income and expenses from your rental properties. This section 
highlights some of the ways you can use categories and classes to 
help manage your properties. You should also review the material 
in Chapter 5, Setting up categories and classes, beginning on page 43 in 
the Quicken User’s Guide. 


Basic steps to track rental income and expenses 


@ Setup categories for the rental income and expenses you 
want to track. 


See “Setting up categories for rental properties” on page 15. 


Setup aclass for each rental property. 
See “Setting up classes for properties” on page 15. 


* Categorize transactions with income and expense catego- 
ries and classify them by property name 


See “Categorizing and classifying property transactions” on 
page 16. 

@ Create reports. 
See “Property management reports” on page 17. 
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Quicken category names are limited 
to 15 characters, so you might need to 
abbreviate a little. The category 
description may be up to 30 
characters long. 


Setting up categories for rental properties 


Rental property is generally considered a business. For tax 
purposes, however, you generally report your income and expenses 
on Schedule E instead of Schedule C. Typical income categories 
would be “Rents Received,” “Interest Income,” and “Late Fees.” 
When it comes to expense categories, small expenses can add up to 
large deductions, so set up categories for all your expenses. Here are 
some example expense categories: 


Advertising Management Fees 

Auto and travel Mortgage Interest Expense 
Cleaning and maintenance Postage 

Commissions Rental Taxes or Fees 
Dump Fees Repairs 

Insurance Royalties 

Janitorial Supplies 

Landscaping Telephone Calls 

Legal & Prof. Fees Utilities 


Locksmith Fees 


There are certain major expenses that must be depreciated 
(deducted over a period of years) rather than expensed (deducted 
currently). Currently, you must depreciate major expenses for items 
that last longer than one year (for example, a new roof or a new 
furnace). 


A handy way to track deposits that you must eventually repay is to 
set up a liability account called “Security Deposits.” When you place 
the security deposits in a Quicken bank account, record a transfer to 
the “Security Deposits” liability account. 


When you're ready to prepare Schedule E, you can assign your own 
income and expense categories to Schedule E line items to get a 
detailed Quicken tax schedule report. You can also export the tax 
schedule information to tax preparation software. See Chapter 22, 
Preparing your income taxes, beginning on page 361 in the Quicken 
User’s Guide. 


Setting up classes for properties 


Set up a separate class name for each of your rental properties. For 
example, if you have a house on Oak Street and an apartment 
building on Fifth Street, you’ll want separate class names for each. 
When you record transactions that pertain to one of the properties, 
you'll classify the transaction with the property name Fifth Street. 
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Like categories, all your classes can be set up before you begin, or 
you can create them as you type in transactions. You'll find complete 
information about setting up and using classes in “Setting up classes 
and subclasses” on page 57 in the Quicken User's Guide. 


If you have already assigned a set of numbers to your properties, 
you can use them as the class names. See “Setting up classes for jobs, 
projects, clients, and more” on page 9. 


If you have multiple units per location, you can set up a subclass for 
each unit. For example, you might have Unit 1 and Unit 2 as 


subclasses for the Fifth Street apartment building. 


Here are some sample class names and descriptions for properties: 


Double-click on a class to classify the 
current transaction. The class 
information looks like this in the 
Category field: 


Classes 


Unit 2 LU 
Oak Street By 
GJ 


Fifth Street Apt Building, Unit 1 


Fifth Street Apt Building, Unit 2 
/Fifth Street:Unit 1 


Oak Street House 


If you need to file multiple copies of Schedule E when you prepare 
your tax returns, you can assign your own classes to copy numbers 
to get a detailed Quicken tax schedule report. You can also export 
the tax schedule information to tax preparation software. See 
Chapter 22, Preparing your income taxes, beginning on page 361 in the 
Quicken User’s Guide. 


Categorizing and classifying property transactions 


Each time you enter a transaction that covers property income or 
expenses, assign a category and a class to the transaction. The table 
on page 17 shows examples of categories and classes in transactions. 
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Example Description 


Paying a bill fora When you write a check to pay for utilities for 

specific property the Oak Street property, use the class “Oak 
Street.” This category and class information 
appears in the Category field like this: 


Utilities/Oak Street 


Paying abill fora When you write a check to pay for utilities for a 

specific unit unit in the Fifth Street apartment building, assign 
the class and subclass “Fifth Street:Unit 1.” This 
category and class information appears in the 
Category field like this: 


Utilities/Fifth Street:Unit 1 


Paying a bill that Suppose you hire a contractor to do some paint- 

covers morethan ing on two different properties. You write one 

one property check to pay the bill, but you want to keep track 
of separate expenses by property. When you 
write the check, split the transaction amount up 
by class (property). The category and class infor- 
mation appears in the Category field like this: 


Painting/Fifth Street:Unit 1 
Painting/Oak Street 


Recording rental When you receive rental income, assign the 

income transaction to a category for rental income and 
include the property name as a class name. This 
technique lets job/project and transaction sum- 
mary reports list your total rental income as a 
separate item; a separate listing for rental income 
makes it easy for you to spot when tenants fall 
behind on their rent. 


Property management reports 


You'll find job/project reports useful to check on the financial status 
of your properties, collectively or individually. 


A job/project report summarizes income and expenses for one or 
more properties (classes). The preset job/project report automati- 
cally creates a row for each income and expense category and a 
column for each class. See “Reporting on jobs, projects, clients, and 
more” on page 10. 
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Advanced business uses 


Cash-basis accounts payable 18 
Accrual-basis accounts payable 20 
Cash-basis accounts receivable 25 

Accrual-basis accounts receivable 30 
Prepaid expenses and unearned revenues 39 


Using Quicken for payroll 40 


This chapter contains further examples of Quicken’s business uses, 
concentrating on accounts payable, accounts receivable, prepaid 
expenses, unearned revenues, equity, and payroll. 


Before following the techniques in this chapter, make sure you have 
set up Quicken for business use. See “Setting up Quicken for 
business use” on page 1. 


Cash-basis With cash-basis bookkeeping, you don’t recognize expenses until 
payment actually changes hands. To track payables (bills to pay) in 
accounts payable Quicken, simply enter bills to pay as postdated checks. 


To read about the accrual-basis % 
method of tracking payables, see @ &ntera postdated check in your checking account for each 


page 20. bill you have to pay. 
See “Entering bills” on page 19. 


@ Report on payables. 
See “Creating cash-basis accounts payable reports” on 
page 19. 


@ Print the checks when you're ready to pay the bills. 
See Chapter 9, Printing checks, beginning on page 109 in the 
Quicken User's Guide. 
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Basic steps to create a business report 
are on page 6. 
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Entering bills 


In the checking account that you use to pay bills, write a check for 
each bill as soon as you receive it. 


For complete information about writing a check, see Chapter 8, 
Writing checks, beginning on page 103 in the Quicken User's Guide. 


Postdate each check to the due date of the bill. 


For example, if you receive a bill on May 7 and the payment terms 
are Net 30, postdate the check for around June 4 (to allow for mail 
time). 


(Optional) Set up transaction groups for bills that you pay on the 
same day. 


For example, suppose you pay five bills at the same time every 
month. Memorize each transaction (# M), then edit the memorized 
transaction with its typical dollar amount. Set up all five in one 
transaction group. Then, you can enter several months of expected 
payments to these vendors with just a few keystrokes. See “Using 
transaction groups” on page 165 in the Quicken User's Guide. 


When Quicken prints your checks, it print checks through today and 
holds the postdated checks for future payment. 


Even if you don’t print checks with Quicken or don’t receive bills for 
some items, enter each payable item as a postdated check to print. 
(If you enter payable items in the register instead of in the Write 
Checks window, be sure to enter PRINT in the Number field of the 
transaction. Later, when you send a handwritten check for the item, 
go to the item in the register and replace the word PRINT in the 
Number field with the handwritten check number.) Then Quicken 
can forecast how much cash you need to cover all future payments, 
even those you aren’t billed for, such as payroll. 


Creating cash-basis accounts payable reports 


Your unprinted checks are your accounts payable. Therefore, all 
accounts payable reports are restricted to unprinted checks. 


Unpaid balances by vendor. The preset A/P by vendor report 
summarizes all unprinted checks by payee, with a column for each 
month of the time period in which you have any unprinted checks. 
For an example of the A/P by vendor report, see “A/P by vendor” 
on page 311 in the Quicken User’s Guide. 
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Accrual-basis 
accounts payable 


To read about the cash-basis method 
of tracking payables, see page 18. 
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Overdue accounts payable by vendor. To see your unpaid bills by 
payee and by month, set the date range for the A/P by vendor report 
to include all unprinted checks with dates through yesterday. If you 
want to change column headings for the report to a different time 
period, click Show Options and choose a different Column 
Headings option. 


Accounts payable detail. To see a list of every unprinted check trans- 
action, create a transaction report. Set a date range that includes all 
unprinted checks. Restrict the accounts included in the report to the 
checking account or accounts you use to enter unprinted checks. 
Restrict the Transaction Type to Unprinted Checks. You can subtotal 
the report by week or by another time period. The cumulative 
balance of the report is negative because you have included only 
unprinted checks. 


In Quicken, when you track accounts payable on an accrual basis, 
you set up a liability account just for your payables (bills to pay). 
Then you enter separate transactions for the bill itself and the 
payment of the bill. The balance of your payables account always 
equals the total of your outstanding bills. 


@ Setup a Quicken liability account for payables with a zero 
for the opening balance. 
Choose New Account from the File menu. See “Setting up 
additional Quicken accounts” on page 36 in the Quicken 
User's Guide for more information. 
Note: Don’t use the name “A/P” because you cannot have a 
slash in a Quicken account name. Try “AP” instead. 


®@ When you receive a bill, enter it in the AP liability account 
and categorize the transaction with an expense category. 


See “Entering bills” on page 21. 


# Create reports to decide which vendors to pay and how 
much to pay. 


See “Creating accrual-basis accounts payable reports” on 
page 22. 


@ Record bill payments in your checking account (either 
handwritten checks or Quicken checks) as transfers to the 
AP liability account. 


See “Paying bills” on page 23. 
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Entering bills 
1‘ Open the register for the AP liability account. 
2 In the Date field, enter the date of the bill. 


3 In the Number field, enter the invoice number from the bill. 


You can use the Memo field if the invoice number is too long to fit in 
the Number field. 


4 In the Description field, enter the vendor name. 
QuickFill automatically remembers each new payee that you enter. 
The next time you start typing the same vendor name in the Payee 
field, QuickFill completes the name for you. Keeping vendor names 
consistent helps reports by vendor turn out right. 


5 In the Increase field, enter the amount due. 


The bill increases the amount you owe. 
6 Categorize the transaction with an expense category. 


7 (Optional) Add a class name if you’re interested in tracking costs 
by job, project, or client. 
See “Using classes to track jobs, projects, clients, and more” on 
page 8 for suggestions on using classes to track these costs. 


8 Click Record to record the transaction. 


When you record the transaction, Quicken increases the balance in 
your AP liability account by the amount of the invoice. 


Entering credits for payables 


You might receive a credit from a vendor for returned goods, or to 
compensate for a billing error. A credit reduces the total amount 
categorized with the original expense category. There are two 
methods for recording credits. 


e Enter the credit as a separate transaction. The advantage of this 
method is that you don’t have to search for the original transaction 
to record your decreased liability to that vendor. Enter the vendor 
name in the Payee field. Enter the same expense category (and class, 
if there is one) as on the original bill. Enter the dollar amount in the 
Decrease field. 
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Basic steps to create a business report 
are on page 6. 


Enter a descriptive title for the report, 
such as “Accounts Payable Summary 
by Vendor.” 


Choose Payees from the Row 
Headings menu. 


Choose None from the Column 
Headings menu. 


Restrict the report to uncleared 
transactions. 


Restrict the report to the current AP 
liability account. 
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OR 


© Select the original bill and enter the credit as a split. The advantage 
of this method is that you can find all the information about the bill 
in one split transaction. Enter the credit on the first empty line of the 
split. In the Category field, enter the same expense category (and 
class, if there is one) as on the original bill. Enter a negative dollar 
amount. Delete the balance remainder that Quicken inserts on the 
next line to recalculate the total amount due. Click the Splits button 
to close the split transaction and then click Record to record your 
changes. 


Creating accrual-basis accounts payable reports 


Unpaid balances by vendor. If you have entered all your payables as 
transactions in an AP liability account, Quicken can tell you your 

liability by vendor for any time period. You can create an accounts 
payable summary by vendor report to help you decide which bills 


to pay. 
To create the unpaid balances summary, double-click Summary in 
the Business Reports window. 


You cannot use the preset A/P by vendor report because it looks 
only for unprinted checks. 


Create Summary Report 


Title: | Account Payable Summary by Vendor 


[rom [371784] tm OT RE AMS ACR IOS mcrae nnnnnnnnnnae 


From [3/1/94 | Through [3/15/94 | Date: [Custom.. ¥] 


aes OD EN CONS areca ecorereeeersnnrceneen eran erence toerarscereeatconcsesaresoeesereesorvarstanots Str nace teeta no cesar tera oer ret ancestor 1 
Row Headings: Organization: oO Income and Expense 
(down the left side) © Cash Flow 


Column Headings: 


(across the top) 


Restrict by: 
Uncleared 

cleared (VY) 
LD Reconciled ¢ 


Transfers to accounts outside report 
Account: AP 
Uncleared 


Hide {Hide Options | (Defaults ) (Cancel } Cox) 


Set the date range to include all bills that you are ready to pay. For 
example, if you want to pay only items aged two weeks or more, 
start the range at the earliest unpaid invoice date and end the range 
14 days ago. 


The report totals tell you how much 
you owe each vendor. 


When you pay bills as described in 
“Paying bills” on page 23, you mark 
both the paid invoice and its payment 
as cleared. Thus, the only uncleared 
transactions are the unpaid invoices. 
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Here’s an example of the accounts payable summary by vendor: 


Account Payable Summary by Vendor 
3/1/94 Through 3/15/94 
3/1/94- 
Payee 3/15/94 
Copy Master -55.00 
Federal Express -249.58 
Graphic Details -50.00 
Insurance Shield -150.15 
LaserExpress -60.00 
San Gabriel News -89.97 
Sinclair Printing -588.50 
Statewide Auto Insurance -301.73 
Overall Total -1,544.93 


To see a list of transactions for any vendor, use QuickZoom. Just 
move the pointer to the dollar amount and double-click it. To see an 
individual transaction in the register, double-click that transaction. 


For a report that shows accounts payable detail by vendor, create a 
transaction report. Use the same date range and restrictions 
(uncleared transactions and current account) as for the accounts 
payable summary by vendor report. Choose Payee from the 
Subtotal By menu. 


Paying bills 


After you've created your accounts payable report and decided 
whom to pay, you're ready to enter checks for these bills. You can 
make payment in full or in part, or pay several bills with one check. 


Open the Write Checks (or Register) window for the checking 
account you want to use to pay the bill. 


Write a check to the vendor for the date that you want to pay the 
bill. 


In the Category field, create a transfer to the AP liability account. 


Enter the vendor’s invoice reference number or numbers in the 
Memo field. 


Record the check. 
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Vendor's invoice reference number or 


numbers 


The AP account name in brackets 
creates the transfer. 
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When you record the check, Quicken automatically decreases the 
balance in your AP liability account by the check amount. 


First Statewide: Write Checks 


f pate 4/15/94 
PAY TO THE —— 
oRDEROF Sinclair Printing $ 204.25 


Two hundred four and 25/1 OO ¥£**** 44X44 EX XEEKELEXFEEEEEEE DOLLARS 


RODRESS | Sinclair Printing 
800 Oak Grove 
Walnut Creek, CA 90000 


Inv 30003, less 2% cashdisc. 


catecory [AP] Seeceuen eae acta A 
i (_srirs : 
— Current Balance: $9,504.00 


Ending Balance: $26,178.91 


If you pay your bills in full, open the AP liability account register 
and click in the ¥ (cleared) field of both the paid bill and the 
payment transaction to mark.them as cleared. 


For an explanation of different checkmark symbols in the V (cleared) 
field, see page 148 in the Quicken User’s Guide. 


If you don’t always pay your bills in full, don’t clear any bills or 
payments. To see your current outstanding balance by vendor, 
create a variation on the accounts payable summary by vendor 
report (page 22) that uses the entire date range of the account for the 
report date range and places no restriction on cleared status. 


Entering discounts taken on payables 


Some vendors grant cash discounts to customers for early payment 
of bills. There are two methods for recording discounts. 


Enter the discount as a split in the original bill. Enter the discount on 
the first empty line of the split. In the Category field, enter the same 
expense category (and class, if there is one) as on the original bill. 
Enter the discount as a negative dollar amount. When Quicken 
inserts a balancing remainder on the next line of the split transac- 
tion, delete the remainder to recalculate the total amount due. Click 
the Splits button to close the split transaction and then click Record 
to record your changes. 


OR 
Enter the discount as a split in the payment transaction. On one line 
of the split, enter the A/P account name in the Category field and 


the original bill amount. On the next line, enter a category for cash 
discounts received. Enter the discount as a negative amount. 


Cash-basis 
accounts 
receivable 


When you recognize income when 
you collect from the customer, you are 
using cash-basis accounting. (If you 
use accrual-basis accounting, see 
“Accrual-basis accounts receivable” 
on page 30.) 
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This section explains how to track invoices you send to customers or 
clients. (You may call them “statements” but this section uses the 
term “invoices.”) 


® Setup a Quicken asset account for accounts receivable 
with a zero for the opening balance. 


Choose New Account from the File menu. See “Setting up 
additional Quicken accounts” on page 36.in the Quicken 
User's Guide for more information about setting up accounts. 


Note: Don’t use the name “A/R” because you cannot have a 
slash in a Quicken account name. Try “AR” instead. 


© Entera quick summary of each unpaid invoice and each 
new invoice. 
See “Entering invoices for cash-basis receivables” on 
page 25. 


@ When you receive payment, enter a separate transaction in 
the same account. 
See “Entering customer payments” on page 26. 


Report on your receivables to show who owes you and 
how much you are owed. 
See “Creating cash-basis accounts receivable reports” on 
page 28. 


Entering invoices for cash-basis receivables 


Assemble all your outstanding invoices that your customers have 
not yet paid. Then enter them in your AR asset account register 
according to the instructions that follow. 


When you generate a new invoice, follow these same instructions. 
Enter the expected date of payment (the due date) in the Date field. 


Enter the invoice number in the Number field. 


If you expect an invoice to be paid in installments, enter a separate 
transaction for each expected payment. You might add A and B after 
the numbers to indicate the transactions are for the same invoice. 


Enter the customer’s name in the Payee field. 
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QuickFill memorizes payees automatically so that you can enter 
your customer names consistently each time. Then you can do 
reports by payee. 


4 Enter the amount of the invoice in the Increase field. 


(Use the Decrease field for credit memos, which are negative 
invoices showing that you owe the customer money.) 


5 Categorize the transaction with an income category. 


Invoice number 1029 is split among 
two income categories and also 
classified by job number (Job 


AR: Register 


Reynolds Markets 


issued 12/1/93 


Tip: Set up a separate Sales Tax 
liability account and use transfers 
from the AR asset account to the 
liability account to track the sales tax 
you owe the government. 


6 Enter the date you issued the invoice in the Memo field. 


7 (Optional) Split the invoice amount if you want to keep track of 
different items in the invoice. 


For example, if your invoice covers a product and shipping, you 
might categorize separate lines of the split as Gross Sales and 
Freight. 


8 (Optional) Track sales tax as a separate split line that is a transfer 
to a liability account for sales tax payable. 


If you set up such an account, enter payments to the tax collector as 
a transfer from your bank account to the Sales Tax liability account 
just as you would a payment in an AP liability account (see “Paying 
bills” on page 23). 


9 Click Record. 


Entering customer payments 


When you receive payment from a customer, find the invoice trans- 
action in the AR account register and enter the amount you received 
as a split item in the invoice transaction. 


When you receive payment, two things happen: 
@ The value of your AR asset account decreases by the amount of the 
payment. 
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@ The value of your bank account increases by the amount of the 
payment. 


To enter a sales discount or a credit for goods returned, enter the 
amount of the discount or credit the same way you record a payment 


1 Find the invoice transaction in the AR account register. 


You can press # F and search by the invoice number, which you 
entered in the Number field. 


2 Change the date of the transaction to the date of payment. 


Or press 3 E 3 Click Splits to open the split transaction. 
The Splits button is at the bottom of Click the right side of the Splits button to 
the register. Click the left side of the = display the lines of a split transaction. 


Splits button to close an open split. 


Quicken displays the lines of the invoice transaction (one or more 
lines of Category/Class, Memo, and Amount information. 


4 Inthe first empty Category field in the split, enter the name of the 
bank account to receive the payment; for example, [Checking]. 


5  Onthe same line of the split, enter the dollar amount of the 
payment as a negative amount. 
When you press Enter, Quicken adds a balancing amount in the next 
line of the split. 


6 Delete the balancing remainder to recalculate the transaction 
amount. 


Search for the invoice by number. 


Here is the checking account name. Production/dob 2 
The transfer transaction automatically {Seles Tex] 
increases the balance of the checking : 


account. 


| -ecoreveoresconnesenveunneceve;pressrssssnneveyeonemecennesruneseteeenee Tesnestnnesnsseneerneetntetnste treeeesecemnsseememensnsneentssnstanertmereeemrsenes} 


If the amount of the transaction is now an Increase, the customer still 
owes you money on the invoice. If the resulting amount is a 
Decrease, the customer has overpaid the invoice and has a credit. 


7 Click the Splits button to close the split transaction. 


e27e 


Basic steps to create a business report 
are on page 6. 
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If the invoice has been paid in full, click in the V (cleared) field to 
mark the transaction as closed. 


Click Record to save the transaction. 


Passing expenses through to clients 


Sometimes a business purchases supplies or incurs expenses on 
behalf of clients or customers. For example, a design studio may 
pass production costs on to the client. You can track these expenses 
using the method described here for cash-basis accounts receivable. 


Record an expense in your checking account. In the Category field, 
enter a transfer to your asset account. (This could be your accounts 
receivable account. However, if you often pass through expenses, 
you might want to open a separate asset account to record them.) 
The transfer increases the balance in your asset account. When you 
receive reimbursement from the client, record a deposit in your 
checking account, again categorized as a transfer to your asset 
account. The reimbursement reduces or cancels the original increase 
in the amount receivable. 


In your asset account, you can link the payment and reimbursement 
by entering a number in each Ref field, or by entering the original 
payee’s name in the Memo field of each transaction. Now you can 
track reimbursement with a transaction report. 


Creating cash-basis accounts receivable reports 


All the reports described in Chapter 7, Creating receivables reports, 
beginning on page 79, work with cash-basis accounts receivable. 


However, because the dates in the register have a different meaning 
in the cash method than in the accrual method, you have to interpret 
the A/R by customer report differently. 


Customer aging. The preset A/R by customer report shows 
customer aging (balances by month). When you create this report, 
the monthly columns extend into the future because you have 
unpaid invoices with due dates in the future. The invoice amounts 
are grouped by the month in which the invoices are or were due, not 
when they were written. 


To find overdue balances by customer, change the end date of the 
A/R by customer report to yesterday’s date. 
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Cash inflow forecasting. You can create a report that shows expected 
cash inflows during the next four weeks, based on the due dates in 
your receivables register. This report is helpful in predicting 
whether you'll have enough cash in the next few weeks to cover 
expenses. 


To create the cash inflow forecast by week report, double-click 
Summary in the Business Reports window. 


Enter a title such as “Cash Inflow 
Forecast to A/R by Week.” 


Create Summary Report 


Title: |Cash Inflow Forecast to AR by Week 

eo emer OM RAS ACEIONS meer rrrrn ern rrvrrneeenreterrnenerecernererrenncrmeneennensrrmnenretteeetes 
From [3/6/94 | Through [4/1/94 | Date: | 
Options a pres eer oe 
Row Headings: Organization: O Income and Expense 


(down the left side) © Cash Flow 


Column Headings: 
(across the top) 


Set the date range to include from 
tomorrow to 4 weeks from today. 


For Row headings, choose Payees. Current Restrictions: 
Transfers to accounts outside report 


Account; AR 


oO All Accounts 


@ ar 


O Selected... 


For Column headings, choose Week. 


{Hide Options | {Hide Options | [ Defaults | (Cancel } cr) 


Restrict the report to your AR asset 
account. 


Here’s an example of a cash inflow forecast report. 


Cash Inflow Forecast to AR by Week 
3/6/94 Through 4/1/94 


Week of Week of Week of Week of Overall 
Payee 3/6 3/13 3/20 3/27 Total 
Ace Computer Sales 438.70 0.00 0.00 0.00 438.70 
Blaine Associates 369.15 1,048.60 0.00 1,037.90 2,455.65 
Computer Waves 0.00 0.00 0.00 1,926.00 1,926.00 
Engineering Control 0.00 0,00 0.00 920.20 920.20 
Osborne Studios 0.00 0.00 0.00 2,874.02 2,874.02 
Reynolds Markets 0.00 0.00 749.00 0.00 749.00 
Robinson Shoes 0,00 1,257.25 0.00 2,889.00 4,146.25 
Overall Total 807.85 2,305.85 749.00 9,647.12 13,509.82 


a SS SS 


(Optional) You can create a general cash flow forecast report that 
shows all expected inflows and outflows. In addition to your AR 
asset account, select your checking account and any other account 
where you enter future payments or deposits. 


Use this general cash flow forecast report to see whether your 
expenses may exceed your income in the next few weeks. 
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Accrual-basis 
accounts 
receivable 


When you track invoices that 
represent expected income, you are 
using accrual-basis accounting. (If 
you use cash-basis accounting, see 
“Cash-basis accounts receivable” on 
page 25.) 
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This section explains how to track invoices you send to customers or 
clients. (You may call them “statements” but this section uses the 
term “invoices.”) 


® Setup a Quicken asset account for accounts receivable 
with a zero for the opening balance. 


See “Setting up additional Quicken accounts” on page 36. 
Note: Don’t use the name “A/R” because you cannot have a 
slash in a Quicken account name. 


® Enter a quick summary of each unpaid invoice and each 
new invoice. 


See “Entering invoices” below. 


@ When you receive payment, enter a separate transaction in 
the same account. 


See “Entering customer payments” on page 31. 
© Report on your receivables to show who owes you and 


how much you are owed. 


See “Creating accrual-basis accounts receivable reports” on 
page 34. 


Entering invoices 


Assemble all your outstanding invoices that your customers have 
not yet paid. Then enter them in your receivables register according 
to the instructions that follow. 


When you generate a new invoice, follow these same instructions. 
Enter the date of the invoice in the Date field. 


Enter the invoice number in the Number field (or the Memo field 
if the invoice number is long). 


If you expect an invoice to be paid in installments, enter a separate 
transaction for each expected payment. You might add A and B after 
the numbers to indicate the transactions are for the same invoice. 


Enter the customer’s name in the Payee field. 


QuickFill memorizes payees automatically so that you can enter 
your customer names consistently each time. Then you can create 
reports by payee. 
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4 Enter the amount of the invoice in the Increase field. 


(Use the Decrease field for credit memos, which are negative 
invoices showing that you owe the customer money.) 


5 Categorize the transaction with an income category. 


Invoice number 1051 is split among 
two income categories and also 
classified by job name (Job 6). 


AR: Registe SSS-_aa==]=]=== 


Tip: Set up a separate Sales Tax 
liability account and use transfers 
from AJR to the liability account to 
track the sales tax you owe the 
government. 


6 (Optional) Adda class name after the category to track invoices by 
job, project, or salesperson. 


See “Using classes to track jobs, projects, clients, and more” on 
page 8 for suggestions on using class names in tracking income. 


7 (Optional) Split the invoice amount if you want to keep track of 
different items in the invoice. 


8 (Optional) Track sales tax as a separate split line that is a transfer 
to a liability account for sales tax payable. 


If you set up such an account, enter payments to the tax collector just 
as you would a payment ina regular A/P liability account (page 23). 


9 Click Record to save the invoice transaction. 


Entering customer payments 


You can enter payments using either of two methods for tracking 
accounts receivable: 


e@ The “open item” method, in which you track the paid status of 
specific invoices. This method is appropriate if the payments you 
receive are for specific invoices. When an item is paid, you clear both 
the invoice and payment transactions. (Later, you'll exclude all 
cleared items from accounts receivable reports.) 


@ = The “balance forward” method, in which you track the balance a 
customer owes you, rather than whether individual invoices are 
paid. This method is appropriate if many of your customers do not 
pay their invoices in full. 
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Choose one of these methods and use it consistently. (You may want 
to consult a professional accountant to decide which method is best 
for you.) With either method, you record the payment in your A/R 
asset register as a transfer to your checking account. 


Tracking payments using the open item method 


For each payment received, enter the date you receive the payment 
in the Date field of the AR assét register. 


Enter the customer name in the Payee field. 


QuickFill automatically memorizes the invoice when you record it. 
Enter the amount of the payment in the Decrease field. 


Click in the ¥ (cleared) field to mark the transaction as cleared. 


A thin checkmark marks the transactions as cleared. 


Enter the invoice number or numbers that the payment covers in 
the Memo field. 


In the Category field, enter the name of the bank account receiving 
the deposit. 


Click Record. 


Locate the invoice transaction in the AR asset register. 


Use Find to search by invoice number. 
Click in the ¥ (cleared) field to mark the invoice as cleared. 


If you want to track how promptly customers pay, enter the date 
of the payment in the Memo field of the invoice transaction. 


Click Record to record your changes to the invoice transaction. 


Tracking payments using the balance forward 
method 


For each payment received, enter the date you receive the payment 
in the Date field of the AR asset register. 
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2 Use QuickFill to enter the customer name in the Payee field. 


QuickFill automatically memorizes the invoice when you record it, 
and it fills in the payee name when you start to type. 


3 __Enter the amount of the payment in the Decrease field. 


4 Inthe Category field, enter the name of the bank account receiving 
the deposit. 


5 Click Record. 


Tracking payments if you normally deposit many 
checks at one time 


It’s easier to reconcile your bank account if you can enter one 
deposit transaction in your checking account rather than the many 
separate payments that you record in your AR asset register. 


1 Set up an asset account called “Undeposited Payments.” 


2 Proceed to record payments in the AR asset register as described 
for the open item or balance forward method. 


3 Inthe Category field, enter the name of the Undeposited Payment 
account. 


4 When you actually deposit multiple checks in your bank, transfer 
the money from the Undeposited Payment account to your bank 
account. 


Entering discounts for early payment 


You can record a discount for early payment in two ways. 


e Enter the discount as a split on the payment transaction. In the 
Decrease field, enter the original amount owed on the invoice or 
invoices. In one line of the split enter the actual amount paid asa 
transfer to the bank account. In the next line, assign the amount of 
the discount to a category for discounts given. 


OR 3 
e Enter the discount as a split in the original invoice. Enter the 


discount on the first empty line of the split. In the Category field, 
enter the same expense category (and class, if there is one) as on the 
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Basic steps to create a business report 
are on page 6. 


This report answers these questions: 


How much does each customer 
currently owe us? 


Which customers are overdue on 
payments, and for how long? 


This report ordinarily includes both 
current and overdue invoices. 


The date of the invoice in the A/R 
register determines which column it 
contributes to. 


If you don’t clear paid invoices and 
payments, you may see payments 
(negative amounts) in different 
months from the invoices they are for. 
The total column at the right tells you 
each customer's balance. 
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original invoice. Type the discount as a negative dollar amount, and 
then delete the remainder to change the total amount due. Close the 
split transaction and then click Record to record your changes. 


Creating accrual-basis accounts receivable reports 


After you bill customers and record payments, Quicken can give 
you useful information in the form of reports. 


Unpaid balances by customer. The preset A/R by customer report 
summarizes all uncleared transactions in your asset account or 
accounts by payee, with a column for each month of the time period 
in which you have any uncleared transactions. 


If you have any other asset accounts (for example, a fixed assets 
account), be sure to restrict the report to your AR asset account. 


If you use the open item method for 
recording payments ... 


If you use the balance forward 
method of recording payments ... 


You clear both the paid invoices 
and their payments, so the only 
uncleared transactions in your AR 
asset account are unpaid invoices. 
The preset A/R by customer report 
includes only unpaid invoices. 


All transactions in your AR asset 
account are uncleared. The preset 
A/R by customer report includes all 
invoices and payments, so the over- 
all totals by customer tell you the net 
amount the customer owes. (Ignore 
the monthly columns.) 


Here’s an example of the A/R by customer report. 


Accounts Receivable Report 
3/1/94 Through 4/30/94 


Overall 


Payee 3/94 4/94 Total 
-592.78 0.00 
-722.25 0.00 
1,417.75 1,037.90 
-130.54 

-1,502.30 
-144.45 
2,316.55 
1,257.25 

957.65 


-592.78 
-722.25 
2,455.65 
1,795.46 
-582.10 
2,729.57 
2,316.55 
4,146.25 
957.65 


Ace Computer Sales 
Balloon Adventures 
Blaine Associates 
Computer Waves 
Engineering Contro} 
Osborne Studios 
Reynolds Markets 
Robinson Shoes 
Tower Concerts 


Overall Total 2,856.88 


9,647.12 


12,504.00 


Variation 1: Overdue customer balances only. The A/R by customer 
report ordinarily runs through the end of the latest month for which 
there are unpaid invoices. Change the end date for the report to 
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today’s date minus your usual terms. (For example, if today is 
11/10/92 and your terms are 30 days, enter 10/10/92.) 


Since each column shows the month you wrote the now overdue 
invoices, you can infer approximately how many months they are 
overdue. Or subtotal by week (Variation 2 below) to see how many 
weeks they are overdue. 


Variation 2: Subtotal by other time periods. To change from column 
for each month to columns for another period (or no columns) in the 
A/R by customer report, choose another period from the Column 
Headings menu. 


This report answers the question: Variation 3: Unpaid balances by project. The unpaid balances by 
Which projects still have unpaid project report is very similar to the A/R by customer report. The 
palalicess only difference is that you choose Classes for Row Headings instead 


of Payees, so that the rows list individual projects (classes) instead 
of customers. This report is only useful if you use classes to identify 
invoices for a given job or project as described in “Using classes to 
track jobs, projects, clients, and more” on page 8. 


This report answers the question: Customer history. The customer history report lists each individual 
What are the dates and amounts of invoice and payment in the AR asset register. It groups and subtotals 
eachiinvoicevforandicach payment all transactions with exactly the same name in the Payee field of the 


from, a particular customer? f 
: AR asset register. 


To create the report, double-click Transaction in the Business 
Reports window. 


Create Transaction Report 


Title: | Customer History 
pr Reportt om tr ams acti 9s mm 
| From [2/1/94] Through [2/28/94 Date: | 
yr Options 
subtosallbye [show split detail [1] Sort by check number 


Organization: @) Income and Expense fel chow toteteeans [=] show niacin encore 
© Cash Flow 


Enter a title such as “Customer 
History.” 


Subtotal by Payee. 


y7~Restrictions 


Restriot by: 
O All Accounts 


@ aR 


O Selected... 


Current Restrictions: 


Restrict the report to your AR asset 
account. 


(Optional) Restrict the report to one 
customer (Payee & Description). 
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This report lists individual 
transactions, subtotaled by customer. 


If you’ve been entering the payment 
date in the Memo field of each invoice 
when paid, these dates appear on the 
report. 


What are the dates and amounts of 
each invoice and each payment for a 
particular project? 
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To be sure that payments are grouped for the same customer name 
as the related invoices, let Quicken’s QuickFill feature enter names 
for you. The first time you enter a payment for a customer, 
memorize that customer’s invoice transaction in the register to put 
the correct name on your Payee list. Then type the beginning of the 
name and let QuickFill finish it. 


Here’s an example of a customer history report. 


Invoices have positive amounts. 
Payments have negative amounts. 


Customer History 
2/1/94 Through 2/28/94 
Date Num Description Memo Category 

2/1/94 1040 Ace Computer Sales split v 342.40 

2/14/94 Ace Computer Sales 1040 [First Statewide] ¥ -342.40 

2/15/94 1048 Ace Computer Sales split 1,031.48 

Total Ace Computer Seles 1,031.48 
2/1/94 1044 Balloon Adventures split ¥ $61.75 

2/20/94 1049 Balloon Adventures split 722.25 

2/28/94 Balloon Adventures 1044 [First Statewide] -561.75 

Total Balloon Adventures 722.25 
2/1/94 1037 Blaine Associates split v 1,972.51 

2/1/94 1043 _ Blaine Assocfates Split ¥ 1,578.79 

2/15/94 Blaine Associates 1037 [First Statewide] ¥ -1,972.51 

2/23/94 Blaine Associates 1043 [First Statewide) JV -1,578.79 

Total Blaine Associates 0.00 


Variation 1: Project history report. The project history report lists 
each individual invoice to which you have assigned a class. It 
groups and subtotals all transactions with the same project or 
subproject (class or subclass). If you assign classes to payments, it 
includes those payments. (If you have some invoices or payments 
with no class, Quicken groups them together at the end of the report 
under the heading “Transactions - Other.”) 


To create the project history report, follow the steps illustrated on 
page 35 for the customer history report. The only difference is you 
choose Class from the Subtotal By menu instead of Payee. (Optional) 
You can use the Restrict By menu to restrict the report to a single 
project (class). 


This report shows all invoices, whether paid or not. If you clear 
invoices when they are paid, then paid invoices have a ¥ (thin check- 
mark) in the V (cleared) column of the report. 


If you assign customer payments to classes, the payments will be 
among the invoices on this report. Otherwise, they'll be at the end of 
the report under “Transactions-Other.” 
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Variation 2: Include bills you've received for the projects. Include the 
Quicken checking or AP liability account where you enter bills you 
assign to these same jobs or projects. 


This report answers the question: Sales by customer. The sales by customer report summarizes your 

What is our sales income by customer, sales income from each customer during the date range of the 

By lec) anaes or office, report. To use it, you can customize Quicken’s summary report to 
look at sales income only (ignoring payments and sales tax 
collected). 


When you exclude transfers, you exclude sales tax, payments 
received, and the opening balance transaction of your AR asset 
account. 


To create the sales by customer report, double-click Summary in the 
Business Reports window. 


Enter a title such as “Sales by 
Customer.” 


Create Summary Report 


Title: 
yr RE port Orn tras COS mar at 


From Through Date: [Custom... ¥] 


Sales by Customer 


Enter the appropriate date range. 


Options - pactesescestoeerecece eee setae sa inn pee a 
Row Headings: Organization: (@) Income and Expense 
(down the left side) @ Cash Flow 


Column Headings: 
Choose Payees from the Row L_Gaoross the top) i. ou ser Tin Micrel new Ai pails eS 


Headings menu. po RES ETC LION S nnn rename 
¥ Current Restrictions: 
Restrict by: 
No Transfers 


O AN Transfers Account: AR 
© No Transfers 


Choose Transfer from the Restrict By 
menu and click the No Transfers 
button. 


O Transfers to accounts o 


(Hide Options} (_Defaults } cr) 


Include only your AR asset account. 


Here’s an example of a sales by customer report. 


This report summarizes your sales 


income from each customer. It is Sales by Customer 
based on invoices in the receivables 1/1/94 Through 1/31/94 
account, whether or not they have 

been paid. 1/1/94- 
The amounts do not include sales tax Fauee 1/31/94 
or any items that are transfers to Aca Compulerssiesl 4,691.00 
another Quicken account. Blaine Associates 800.00 


Engineering Control 613.51 
Osborne Studios 2,149.00 
Reynolds Markets 1,689.50 
Robinson Shoes 1,887.00 
Tower Concerts 1,413.00 


Overall Total 10,243.01 
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Variation 1: Add columns for time periods. When you see the report, 
click Settings. Change the Column Headings to the time period of 
your choice (for example, month or quarter), and click OK. 


Variation 2: Sales by project. The sales by project report summarizes 
your sales income from each project during the date range of the 
report. 


Each row heading is a Quicken class name from the Project field of 
your invoices. If you have some invoices with no project, they are 
included at the end of the report under “Transactions - Other.” 


To create this report, follow the directions for the sales by customer 
report (page 37), but make these changes: 


Title the report “Sales by Project.” 


Choose Classes from the Row Headings menu instead of Payees. 


Variation 3: Sales by salesperson or office. If you assign a class to 
your invoice transactions to enter the name of the salesperson or 
office generating the sale, this report tells you the sales income by 
person or office. (For tips on setting up a class list to show sales- 
person or office, see “Using classes to track jobs, projects, clients, 
and more” on page 8.) 


To create this report, follow the directions for the sales by customer 
report (page 37), but make these changes: 


Title the report “Sales by Salesperson” (or “Sales by Office”). 


Choose Classes from the Row Headings menu instead of Payees. 


Variation 4: Sales income by time period. The sales income by time 
period report breaks down the different categories of sales income 
by time period. It is similar to the income part of a profit and loss 
statement but is restricted to income you record on invoices. 


To create this report, follow the directions for the sales by customer 
report (page 37), but make these changes: 


Title the report “Sales Income by [Time Period]”. For “[Time 
Period]” insert the time period of your choice (for example, month 
or quarter). 


Choose a period from the Row Headings menu instead of Payees. 
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SS a] 
Prepaid expenses _ Setting up asset accounts for prepaid expenses 


and unearned If you use accrual-basis accounting, you might need to set up asset 
revenues accounts for prepaid expenses, which are the costs of goods and 
services that have been purchased but not used at the end of an 
accounting period. 


Under an accrual system, you want to defer recognition of a prepaid 
expense until the goods or services have been used. Prepaid 
expenses include such items as prepaid insurance, prepaid rent, 
prepaid advertising, and prepaid interest. 


For example, suppose you prepay rent for a quarter. The prepaid 
rent is an asset to your company that will expire month by month 
until the end of the quarter. Set up an asset account called Prepaid 
Rent with an opening balance of zero. Record the rent check in your 
checking account as a transfer to the Prepaid Rent account. 


At the end of the first month, you need to decrease the balance of the 
Prepaid Rent account by the amount of one month’s rent. Record a 
decrease transaction in the Prepaid Rent account for the amount of 
one month’s rent; categorize the transaction with the expense 
category “Rent Paid.” 


At the end of the quarter, the balance of the Prepaid Rent account is 
zero because the asset has expired. If you handle prepaid expenses 
in this manner, your income statement doesn’t reflect the expense of 
a prepaid item until you use the item. 


Setting up liability accounts for unearned revenues 


In the same way that you set up asset accounts for prepaid expenses, 
you may also need to set up liability accounts for unearned 
revenues, which are items of revenue received during a particular 
period that may be only partly used by the end of an accounting 
period. 


Under an accrual system, you want to defer recognition of income 
until the goods or services have been delivered. Unearned revenues 
include any type of advance payment for goods or services that will 
be rendered in the future. : 


For example, suppose you receive advance payment fora quarter on 
rental property you own. The prepaid rent is a liability to your 
company that will expire month by month until the end of the 
quarter. 
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Using Quicken for 
payroll 


To help calculate employee earnings, 
deductions from employee earnings, 
and employer payroll taxes, use the 
Calculator DA supplied with your 
system (choose Calculator from the 
Apple menu). 


Set up a liability account called Unearned Rent with an opening 
balance of zero. Record the deposit of the prepaid rent in your bank 
account as a transfer from the Unearned Rent account. At the end of 
the first month, you need to decrease your liability for Unearned 
Rent by the amount of one month’s rent. Record a decrease transac- 
tion in the Unearned Rent account for the amount of one month’s 
rent; categorize the transaction with the income category “Rent 
Income.” 


At the end of the quarter, the balance of the Unearned Rent account 
is zero because the liability has expired. If you handle unearned 
revenues in this manner, your income statement doesn’t reflect the 
income you receive until you perform the service. 


If you want to use Quicken for payroll, it is important that you 
follow the directions in this section exactly as described. Payroll is 
an advanced feature that uses expense categories and liability 
accounts to handle payroll-related expenses and withholding from 
employee paychecks. Before you start setting up your payroll 
system in Quicken, you need to know how to work with accounts, 
categories, and transfers. 


Payroll tasks include making calculations, writing checks with 
numerous deductions, tracking data for payroll taxes, and filling out 
payroll tax forms. Although Quicken doesn’t do everything a 
dedicated payroll package might, it can automate many payroll 
tasks. 


After setting up payroll, you can use Quicken to After setting up payroll, you cannot use Quicken to 


Write and print payroll checks. 


Compute employee earnings, bonuses, profit-sharing, or 
any other employer expenses. 


Track employee payroll taxes and other deductions from Calculate withholding based on wages and number of 


employee paychecks. 


deductions claimed. 


Track accrued employer payroll tax liabilities. Calculate any deductions from employee earnings. 


Write and print checks to pay for items deducted from _—_ Calculate the various rates and limits for employer pay- 


the payroll. 


roll taxes. 


Create reports with the information you need to fill out 


payroll tax forms. 


Create balance sheets that show how payroll expenses 


and related payroll taxes affect net income. 


e 40 e 


EEE 


Advanced business uses: Using Quicken for payroll 3 


How to track payroll with Quicken 


The following figure illustrates how Quicken handles payroll when 
you set it up as described in this section. 


Quicken Payroll 


Expense Liability 
PAY 
Category and | Bie, wwensnee go | Meco 


Payroll-FWH 


Payroll:Gross Employee 
[Payroll-FWH] 


[Payroll-SWH] Payroll-SWH 


[Payroll-FICA] Employee 


Payroll-FICA 

Employee & 
Payroll:FICA Company 
[Payroll-FICA] 


Payroll:FUTA Payroll-FUTA 


[Payroll-FUTA] ~ Company 
Payroll:SUI 


[Payroll-SUI] Payroll-SUI 


Company 


To keep track of All the items below this line are company To keep track of 
payroll expenses and liabilities. These what you still owe 


company payroll expenses items do not print on the paycheck. 


In brief, Quicken uses categories to track your payroll expenses and 
liability accounts to track your accrued payroll liabilities: 


e  Apayroll category and subcategories track your company’s 
expenses in your checking account. These expenses comprise the 
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employee’s gross pay plus related company contributions such as 
FICA, Medicare, SDI, SUI, and FUTA (Federal Unemployment Tax). 


Liability accounts track your liabilities to the government. Quicken 
maintains a separate account for each liability (one for Federal 
withholding, another for state withholding, another for FICA, and 
so on) so that you can see exactly how much your company owes for 
each liability. (Note that these liability accounts do not represent 
actual bank accounts; they simply record what you owe.) 


As you run payroll checks for each employee, the amounts in these 
liability accounts increase. Periodically, you write a check to pay 
each liability. Some accounts are used to track both employee deduc- 
tions and company contributions (FICA, for example). 


Quicken can also track your liabilities for retirement or investment 
plans such as 401(k) if you withhold amounts from your employee’s 
payroll checks for these purposes. 


Setting up payroll expense categories 


Before you start writing payroll checks, you need to set up payroll 
expense categories. 


© Setup a main expense category called Payroll. 
Click New in the category and transfer list. 


® Setup subcategories for employer payroll taxes and any 
other payroll-related expenses. 
Examples of employer payroll taxes are FICA (Federal Insur- 
ance Contribution Act), Medicare, FUTA (Federal 
Unemployment Tax Act), and SUI (State Unemployment 
Insurance). 


Some businesses use numbers for category names (for example, 
“5100” for payroll expenses, “5101” for FICA, “5102” for FUTA, and 
so on). Quicken’s preset payroll report requires that payroll transac- 
tions be categorized with a category or transfer account that 
contains the word “payroll.” If you prefer to use a main payroll 
expense category that doesn’t contain the word “payroll,” create 
and memorize a custom version of the payroll report. (When 
creating the report, click Show Options and select categories to 
include. Select all payroll categories and liability accounts, and 
memorize the report.) 


Employer FICA tax 


Employer FUTA tax 


Employer Medicare tax 


Employer SUI tax 


Gross compensation to employee 


Advanced business uses: Using Quicken for payroll 


Set up a main expense category called Payroll. 


Click New in the category and transfer list. If you haven’t set up 
categories before, see “Setting up categories and subcategories” on 
page 47 in the Quicken User’s Guide. 


Add a subcategory for each expense related to your payroll, such 
as gross compensation and the employer FICA and Medicare 
taxes. 


Type 
Expense. 


Add Subcategory 
You can include more subcategories if you need them (for example, 


you might add to “Payroll:Gross” the subcategories “Regular Pay,” 
“Overtime,” and “Vacation Time”). 


Setting up payroll liability accounts 


Before you start writing payroll checks, you need to set up payroll 
liability accounts. 


Most employers are liable for taxes based on the earnings of each 
employee, as well as amounts withheld and deducted from 
employee earnings. All payroll taxes levied against employers 
become liabilities at the time you pay the employees. 


A business balance sheet should fully disclose the company’s 
liability for payroll-related items owed but not yet paid, such as 
these: 


Deductions withheld from employee earnings 

Employer payroll taxes 

Retirement pension contributions for employees 

Medical insurance contributions for employees 

The way to make sure your balance sheet is accurate is to set upa 


Quicken liability account for each payroll-related liability and 
record any increases to those liabilities at the time you prepare 
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Employee withholding owed 


payroll checks. As you will see in “Writing a payroll check” on 
page 45, each payroll check involves multiple negative transfers 
from your business checking account to the payroll liability 
accounts, 


’ Create a separate Quicken liability account beginning with the 


name “Payroll-” for each type of deduction from employee 
earnings and for each payroll-related expense that is not compen- 
sation. 


Choose New Account from the File menu. See “Setting up 
additional Quicken accounts” on page 36 in the Quicken User’s Guide 
if you need more information about new accounts. 


The following example shows some sample liability accounts. 


Design Studio =HE Employer payroll taxes owed 
FICA (Social Security) tax owed. Use the same 


FICA (Social Security) tax withheld © ———}Payroll-FICA ———“ttabit: Payroll-FICA account to track both employee 


Federal income tax withheld 


Medicare tax withheld 


State income tax withheld 
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and employer contributions. 


Federal unemployment tax owed 


Medicare tax owed. Use the same 
Payroll-MCARE account to track both employee 
and employer contributions. 


State unemployment tax owed 


If you need to track both employer and employee contributions 
for items such as SEP-IRAs, pensions, or medical insurance, use 
the same payroll liability account for both. 


When you finish, you should have a payroll liability account for 
each employer payroll expense subcategory that you create, except 
for Gross. Each account must have a unique name, different from the 
names of any of your categories or subcategories. 


For each pay period, you record every deduction, amount withheld 
from a paycheck, or payroll-related expense in Quicken as a transfer 
of a negative amount from your business checking account to a 
payroll liability account. 


Later, you pay the taxes withheld on behalf of your employees, pay 
your accrued employer payroll taxes, and pay for other employer 
expenses such as medical insurance and pension plan contributions. 
Your liability for these items will decrease by the amount that you 


pay: 


Or press & J 


Lines 2 to 5 (with account names) are 
negative transfers that increase your 
liability; they automatically create 
transactions in the named accounts. 
See “Increasing payroll tax liability 
with transfers” on page 48 for more 
information. 


If you have any other deductions from 
gross pay (such as local tax, state 
disability, or a pension plan), put them 
in the lines following the deduction 
for Medicare tax. 
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Writing a payroll check 


To write payroll checks, use splits to list the deductions from each 
employee paycheck. You can also use optional pairs of split entries 
to track your accrued liability for employer payroll taxes. As you 
record each transaction, Quicken keeps track of all deductions and 
tax liability for your payroll tax reporting. 


If you’re not already familiar with using transfers, see “Transferring 
money between accounts” on page 86 in the Quicken User’s Guide for - 
general information about transfers before you begin. 


To help calculate employee earnings, deductions from employee 
earnings, and employer payroll taxes, use the Calculator DA 
supplied with your Macintosh System Software. (Choose Calculator 
from the Apple menu.) 


Open the bank account you write payroll checks from. 


Choose Write Checks from the Activities menu; start a new check 
by filling in the date and the employee name. 


Click the Splits button to split the transaction. 


Categorize the first line of the split as Payroll:Gross and enter the 
gross compensation as a positive amount. 


First Statewide: Write Checks 
pate 4/13/94 
PAY 10 THE sae ares 
4 orveror Chris Jacobson $ 961.15 
Nine hundred sixty-one and 15/1 ODF EEE ERE REXEL LE EEK LE ERE EEEEE DOLLARS 
i] ADDRESS | Chris Jacobson 


| 1432 San Antonio St. 
Los Altos, CA 94022 


[Payrol 

| [Payroll-Swt oll= wal 

H (Payroll - Ficé -FICA] 
SS =MCARE] _ 


S CURTEnt Balance: 


—— SSaee es 


On line 2 of the split, enter the account Payroll-FWH. Enter the 
amount of Federal tax withheld as a deduction from the gross pay, 
with a minus sign before the amount. 
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The net effect of these offsetting 
pairs of entries is zero. These 
lines do not print on a voucher 
check because they are below 
line 9. 


This technique records your 
payroll tax liability at the time it 
is incurred. 
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On line 3 of the split, enter the account for state withholding (for 
example, Payroll-SWH). Enter the amount of state tax withheld as 
a deduction from the gross pay, with a minus sign before the 
amount. 


On line 4 of the split, enter the account Payroll-FICA. Enter the 
amount of FICA (Social Security) tax withheld as a deduction 
from the gross pay, with a minus sign before the amount. 


On line 5 of the split, enter the account Payroll-MCARE. Enter the 
amount of Medicare tax withheld as a deduction from the gross 
pay, with a minus sign before the amount. 


Leave the remaining lines up through line 9 of the split blank, 
except type a hyphen in each Memo field. 


When you print on payroll/ voucher checks, Quicken prints the first 
nine lines of the split. You don’t want employees to be confused by 
the employer information you track in step 10. It has no net effect on 
the amount of the check. 


Quicken normally compresses blank lines in a split to save space, 
but it doesn’t compress a line with anything (for example, a hyphen) 
on it. 


Enter a pair of equal and opposite amounts for each employer tax 
or employer contribution. The first line of the pair is a positive 
amount assigned to the payroll subcategory for that tax or contri- 
bution. The second line of the pair is a negative amount that is a 
transfer to the payroll liability account for that tax or contribution. 


For example, categorize line 17 of the split as “Payroll: Comp FICA” 
and enter your employer FICA tax as a positive amount. Categorize 
line 18 of the split as a transfer to Payroll-FICA and enter your 
employer FICA tax as a negative amount. 


Repeat for “Payroll:Comp MCARE” and Payroll-MCARE; for 
“Payroll:;Comp FUTA” and Payroll-FUTA; and for 
“Payroll:Comp SUI” and Payroll-SUI. 


CATEGORY /CLASS AMOUNT 


Payroll:compFicA 
Payroll:Comp Mcare 
Teeuralt=FIca) Transfer to liability account 


Payroll-MCARE) Transfer to liability account =17| 85/0] 


AMOUNT 
Payroll:Comp FUTA Federal unemployment tax 20] 00)4>| 


Or press 38 M 
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12 
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Click OK to return to the Write Checks window. 


Choose Memorize from the Edit menu to memorize the paycheck. 


After you've entered all the splits for one employee paycheck, recall 
the memorized check when creating a check for another employee. 
Simply change the name, address, and dollar amounts. 


Click Record to record the check. 


Entering payroll checks in the register 


If you write your payroll checks by hand, you can record them in the 
register. The procedure is essentially the same as filling outa 
paycheck in the Write Checks window. 


In either the Write Checks window or the Register window, you can 
enter the net amount of the paycheck in the Amount field before you 
click the Splits button. If you do, Quicken keeps track of any leftover 
amount in the last empty line of the split. This reminder can alert you 
to an error in your original calculations or in one of the amounts in the 
split transaction. (See “Reviewing and changing split transactions” on 
page 95 in the Quicken User’s Guide for more information.) 


Entering groups of payroll checks automatically 


To save time as you enter your first batch of payroll checks in the 
Write Checks or Register window, memorize each check as you go. 
If the compensation for an employee is the same for every pay 
period, you can use the same memorized check next payday. Other- 
wise, edit the memorized check to delete the dollar amounts. 


After you memorize a payroll check for each employee, set up a 
transaction group of payroll checks as follows. Choose Transaction 
Groups from the View menu. Click New to display the Set Up 
Groups window. In the Set Up Groups window, enter the group 
name, frequency, and next scheduled payday. Then click to mark 
each memorized payroll check that you want to add to the group. 


Once you've set up your payroll transaction group, select it from the 
transaction group list at the end of each pay period. Quicken 
automatically enters all the payroll checks in the group. See “Using 
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transaction groups” on page 165 in the Quicken User’s Guide for more 
about setting up and recalling transaction groups. 


Printing payroll checks 


You'll probably want to print payroll checks on payroll/voucher 
style checks, so that employees can see their gross compensation 
and itemized deductions. If you’re using voucher checks, be sure to 
choose the correct check style after you choose the Print Checks 
command. (See Chapter 9, Printing checks, beginning on page 109 in 
the Quicken User’s Guide for complete information about printing 
Quicken checks.) 


The first nine lines of the split print on the voucher. If you have 
anything in the Memo fields of the split, the memos print on the 
voucher. However, you can control whether the category and 
transfer account names print on the voucher. Choose Check Printing 
from the Settings menu. Select the Print Categories on Voucher 
Checks checkbox if you want the category and transfer account 
names to print on the voucher. Clear this checkbox if you don’t want 
them to print. 


Increasing payroll tax liability with transfers 


When you write a payroll check, Quicken subtracts the deductions 
you enter for items such as Federal and state withholding, FICA, 
and medical insurance from the gross pay. When you record the 
check, each of the deductions you entered as a negative transfer 
creates an increase in the appropriate payroll liability account. 


In the following example, Quicken deducts the Federal income tax 
withheld from the gross pay and creates a transfer that increases the 
balance due in the Payroll-FWH liability account by $163.04. 


Here Quicken recorded a paycheck 
with a deduction of $163.04 from the 
gross pay. The deduction is entered as 
a negative transfer to the Payroll-FWH 
account. Press $8 [ to see the other 
side of the transfer. 


SS First Statewide: Hee aim 


eee 

acre ee Heo [ 

PRINT|Chris Jacobson 
LM 


Gross compensation - 
Federal income tex withheld 


Here's the other side of the transfer 
transaction. Note the name of the _ 


checking account in the Category EE Chris —— 
field. 1994 {First Statewide] | 
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When you review the register for each payroll liability account, the 
Current Balance at the bottom tells you the amount currently 
accrued or withheld and not yet paid. The current balance of your 
payroll liability accounts may include company contributions as 
well as deductions from payroll. For example, contributions to FICA 
or medical insurance can come from either employee or employer. 


Paying payroll taxes owed 


When it’s time to deposit payroll taxes with your deposit institution, 
enter the check in your checking account as a split. For each kind of 
tax, enter the name of the payroll liability account in the Category 
field on a line of the split. When you record the check, Quicken 
enters an automatic decrease in each payroll liability account. 


The following example shows a check written to deposit several 
different payroll taxes with the bank. 


pate 4/15/94 
PAY TO THE —> 


oRDEROF First Statewide Bank $ 4,750.00 
Four thousand, seven hundred fifty and O0/10O#****#*#4*XXHEXEREEE DOLLARS 


ADDRESS j First Statewide Bank 
1010 Main St. 
Los Altos, CA 94022 


The transfers in the split from your 
checking account automatically 
decrease the balance in these payroll 
liability accounts. 


[Payroll-SUI] 
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Steps for creating a report are on 
page 6. 
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Creating payroll reports 


Once you have written payroll checks, you can use Quicken reports 
to get the numbers you need to fill in your payroll tax forms. 


Start with the preset payroll report, which summarizes payroll 
expenses and employer tax liability by payee. For an example of the 
payroll report, see “Payroll” on page 315 in the Quicken User’s Guide. 


To restrict the payroll report to one payee, click Show Options in the 
Create Payroll Report window and restrict the Payee/Description 
item to the payee you want. 


For information about creating specific reports for Forms W-2, W-3, 
940, and 941, continue reading. Note that Quicken does not print the 
tax forms, but its reports provide the numbers that are difficult to 
calculate. 


Check the tax form line numbers for the current year to see whether 
they are different from those below and on the following pages. 


If your business requires you to provide more tax information, 
design your Quicken reports accordingly. 
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Form W-2 (Wage and Tax Statement) 


To determine the wage and tax statement information for one 
employee, look at the items in the column under the employee’s 
name in the Quicken payroll report. 


The payroll report gives the true gross wages figure. If your payroll 
includes tax-exempt deductions such as 401(k), be sure to deduct the 
total amount of these deductions from the “Payroll:Gross” figure in 
the report to calculate the taxable wages. This may apply to Federal, 
state, or local taxes. 


Form W-2 line item Quicken payroll report item 
9 Federal income tax withheld TRANSFERS FROM Payroll-FWH 


10 Wages, tips, other “Payroll:Gross” expense, less 401(k) and 
compensation other Federal tax-exempt deductions 


11 Social Security tax withheld TRANSFERS FROM Payroll-FICA 


12 Social Security wages “Payroll:Gross” expense, less any FICA- 
exempt deductions 
(You need to check each employee’s 
gross compensation manually against the 
wage base for the Social Security tax. For 
1993, the wage base for Social Security 
is $57,600. If you use a spreadsheet pro- 
gram, you could export the Quicken pay- 
roll report to an Excel-compatible file 
and check the wage bases in a spread- 
sheet.) 


14 Medicare wages and tips “Payroll:Gross” expense, less any state 
exempt FICA deductions 
(You need to check each employee's 
gross compensation manually against the 
wage base for the Medicare tax. For 
1993, the wage base for Medicare is 


$135,000.) 
15 Medicare tax withheld TRANSFERS FROM Payroll-MCARE 
24 State income tax TRANSFERS FROM Payroll-SWH 
25 State wages, tips, etc. “Payroll:Gross” expense, less any state 


tax-exempt deductions 


27 Local income tax TRANSFERS FROM payroll liability 
account you set up for local taxes 


28 Local wages, tips, etc. “Payroll:Gross” expense, less any local 
tax-exempt deductions 
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Form W-3 (Transmittal of Income and Tax 


Statements) 


To determine the total wages paid and taxes withheld, look at the 
items in the “Overall Total” column of the Quicken payroll report. 


Form W-3 line item 


9 Federal income tax withheld 
10 Wages, tips, other compensation 
11 Social security tax withheld 


12 Social security wages 


14 Medicare wages and tips 


15 Medical tax withheld 


Quicken payroll report item 


TRANSFERS FROM Payroll-FWH 
“Payroll:Gross” expense 
TRANSFERS FROM Payroll-FICA 


Enter the total Social Security wages 
reported on line 12 of all the W-2 
forms. 


Enter the total Medicare wages and 
tips reported on line 14 of all the W- 
2 forms. 


TRANSFERS FROM Payroll-MCARE 


Form 940 (Employer’s Annual FUTA Tax Return) 


Form 940 line item 


Part I, Computation of Taxable Wages 


1 Total payments...for services of 
employees 


3 Payments for services of more than.. 


Part II, Tax Due or Refund 


Quicken payroll report item 


“Payroll:Gross” expense 


. To compute line 3 for Form 940, 


you need to check each employ- 
ee’s gross compensation manu- 
ally and enter the total amounts 
over $7,000 you paid each 
employee. For example, if you 
had two employees and you paid 
them both $8,000, you would 
enter the entire “Payroll:Gross” 
amount of $16,000 on line 1 and 
$2,000 on line 3. 


2 Total FUTA tax deposited for the year... TRANSFERS TO Payroll-FUTA 
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To complete Part IV, “Record of Federal Tax Liability for Unemploy- 
ment Tax,” create a custom transaction report. Subtotal by quarter. 
Restrict the Transaction Type to Payments. (Ina liability account, the 
payment transaction type corresponds to increases in your liability.) 
Restrict the report to the Payroll-FUTA account. Memorize this 
report with the title “940-FUTA Liability by Quarter” for later use. 


Form 941 (Employer’s Quarterly Tax Return) 


To get the total wages paid and taxes withheld for a quarter, create 
a Quicken payroll tax report limited to the date range for the quarter. 


Form 941 line item Quicken payroll report item 
2 Total wages and tips subject to “Payroll:Gross” expense less Federal 
withholding... tax-exempt deductions 


3 Total income tax withheld from TRANSFERS FROM Payroll-FWH 
wages, tips... 


6 Taxable Social Security wages paid “Payroll:Gross” expense 
(You need to check each employee’s 
gross compensation for the quarter 
manually against the wage base for 
the Social Security tax.) 


7 Taxable Medicare wages and tips “Payroll:Gross” expense 
(You need to check each employee’s 


gross compensation for the quarter 
manually against the wage base for 
the Medicare tax.) 


17 Total deposits for quarter... TRANSFERS TO Payroll-FWH 
TRANSFERS TO Payroll-FICA 
TRANSFERS TO Payroll-MCARE 


To complete the “Record of Federal Tax Liability” section, change 
the payroll report column headings to the time interval between 
paydays (Half Month, for example). Restrict the report to Category 
fields containing the transfer account names Payroll-FWH, 
Payroll-FICA, and Payroll-MCARE. Memorize this report with the 
title “941-Federal Tax Liability by Pay Period.” Then manually add 
the transfer amounts from the three liability accounts for each 
deposit period. 
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Accounting term 


account 


accumulated depreciation 


adjusted trial balance 


adjusting entries 


amortization 


assets 


balance sheet accounts 


break-even analysis 


budget 


capital/owner’s equity 


capital assets 


4 


Accounting glossary 


Quicken transaction 


The term account in Quicken means one of the asset or liability account 
types in a Quicken file. 


To record depreciation, set up an asset account. Record the depreciation as a 
decrease in an expense category named Depreciation. The asset account 
will act as a contra-account on the balance sheet. 


For income and expense items (categories), use an income statement. For 
balance sheet items (asset and liability accounts), use a balance sheet. 


To track and reference adjusting entries, set up an account called Adjust- 
ments and use it for any necessary adjustments. Record both sides of the 
entry to this account and make sure the balance is always zero. This will 
ensure that all entries are balanced. 


See accumulated depreciation. 


Quicken has five types of accounts for tracking assets: bank accounts, cash 
accounts, asset accounts, portfolio accounts, and mutual fund accounts. 


Balance sheet accounts (your assets, liabilities, and capital) are equivalent to 
Quicken accounts. Chapter 4, Setting up additional accounts, beginning on 
page 35 in the Quicken User’s Guide, explains how to set up your balance 
sheet accounts in Quicken. See page 7 in the Quicken User’s Guide for an 

illustration of Quicken‘s data structure. 


Set up a planning account to experiment with “what-if” scenarios to deter- 
mine the point where net income is equal to zero. By making entries and 
analyzing the income statement, you can determine break-even. You should 
either delete the planning entries when the analysis is complete or exclude 
the planning account from reports and graphs. 


You can set up budget amounts for accounts and categories. Simply assign 
months, quarterly, or yearly budget amounts to each item. The budget report 
shows actual, budgeted, and variance numbers. 


Quicken is based on net worth, so capital/owner’s equity is equal to assets 
minus liabilities in the balance sheet. 


To track capital (fixed) assets, set up an asset account. You can set up a sec- 
ond asset account to record depreciation. See accumulated depreciation. 
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Accounting glossary 


Accounting term 


capital expenditures 


cash disbursements journal 


cash flow analysis 


chart of accounts 


close 


closing entries 


comparative financials 
consolidated financials 


contra-account 


cost of goods sold 


credits 


debits 


double-entry accounting 


financial statements 


Quicken transaction 


Record a capital expenditure as a transfer from one account (usually check- 
ing or accounts payable) to the asset account set up to track fixed assets. 


To emulate traditional accounting journals, simply code the Memo or Num- 
ber field to track the journal. By selecting Memo or Number information for 
reports, you can create a cash disbursements journal. 


Create a custom report to analyze sources and uses of funds, or use the 
income statement, which shows inflows and outflows for any period. 


The traditional “chart of accounts” is equivalent to Quicken’s list of income 
and expense categories. You can use Quicken’s standard list of business cat- 
egories (See “Setting up income and expense categories” on page 3.) You 
can create categories that match your existing set of chart of accounts num- 
bers. (See “Setting up your chart of accounts” on page 2.) 


If you wish to close and bar editing of historical transactions, simply use 
Quicken’s transaction password to deny access to transactions prior to the 
close. (See “Requiring a password to change earlier transactions” on page 74 
in the Quicken User’s Guide.) However, Quicken does not require you to 
“close out your accounts” at the end of an accounting period. 


Quicken does not require that period be closed. To record closing entries, 
enter the transaction in an Adjustment account and print reports for the 
required dates. 


To compare periods, print the desired report with Column Headings set to 
Months, Quarters, or Years. 


Financial reports can be exported to a spreadsheet program, where they can 
then be combined to create consolidated reports. 


Use asset accounts for contra-accounts. 


You can track total cost of goods sold on the income statement by using cat- 
egories and subcategories. 


A credit records payments in bank, cash, portfolio, or mutual fund accounts, 
or charges in credit card accounts. Credits are also recorded by increases in 
liability accounts, decreases in asset accounts, or increases in income Cate- 
gories. 


A debit records deposits in bank, cash, portfolio, or mutual fund accounts, or 
payments in credit card accounts. Debits are also recorded by decreases in 

liability accounts, increases in asset accounts, or increases in expense cate- 
gories. 


to perform double-entry accounting in Quicken, simply assign an income or 
expense category to each transaction (or create a transfer to another 
account). The transaction will affect both the account in which it is recorded 
and the category or transfer account to which it is assigned. 


Quicken creates balance sheets, cash flow reports, and income statements. 
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Accounting term 


general ledger 


income statement (or profit 
and loss) accounts 


interest 


interim financials 


internal controls 


inventory 


itemized deductions 


journal entry 
journals 
liabilities 


notes payable 


notes receivable 


periods 
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Quicken transaction 


The general ledger equivalent in Quicken is an itemized category report that 
includes all income and expense categories. See “Itemized categories” on 
page 304 in the Quicken User’s Guide. You can create an itemized category 
report for any date range. 


For balance sheet accounts, the register for each account reflects all the 
activity in that account and is analogous to a general ledger. You can print 
the transactions for any date range in a register, or you can create a transac- 
tion report that is restricted to a single account. See “Changing report restric- 
tions” on page 331 in the Quicken User’s Guide. 


Income statement accounts (your revenue and expenses) are equivalent to 
Quicken income and expense categories. “Setting up your chart of 


accounts” on page 2 explains how to set up your profit and loss accounts in 
Quicken. 


Interest income may be recorded directly in the register or during reconcilia- 
tion. Accrual of interest may be recorded as an adjusting entry. 


Financial statements can be printed at any time for any period. 


Quicken’s file and transaction passwords allows you to control access to 
entire files or prior dates within a file. Quicken provides addition control 
with the Show Missing Checks option for transaction reports. 


You can track inventory in an asset account, a portfolio account, or a mutual 
fund account. The investment accounts are handy if you want to track the 
changing prices of your inventory. 


You can set up categories in Quicken and assign them to line items on 
Schedule A and other tax forms and schedules. The sum of these categories 
are the itemized deductions. 


To create a journal entry, set up a liability account called General Journal 
with a zero opening balance. 


Journals can be created by coding transactions in the Memo or Number field 
and printing reports that are restricted to those fields. See also registers. 


Quicken has two types of accounts for tracking liabilities: credit card and 
liability. 


Set up a liability account to record notes payable. Quicken can create an 
amortization schedule to break out the interest and principal portion of each 
payment. 


Set up an asset account to record notes receivable. Quicken can create an 
amortization schedule to break out the interest and principal portion of each 
payment. 


To report by periods, simply specify the starting and ending dates when cre- 
ating reports. 


Accounting term 


Accounting glossary 


Quicken transaction 


petty cash 


post 


postdating 


prior period adjustments 


profit centers 


registers 


reversing entries 


trial balances 


working trial balances 


year-end close 


Set up a cash account to record all petty cash receipts and disbursements. 


Posting takes place when the transaction is recorded. Quicken requires no 
additional steps. 


Quicken allows transactions to be postdated to any date in the future. Post- 
dated transactions will only appear in reports including that date range. 


To make prior period adjustments, enter the adjustment with the correct 
posting date and reprint reports for that period. To avoid posting to previous 
periods, use a transaction password to protect prior transactions. 


Set up a class for each profit center. Quicken can report separately on the 
income and expenses assigned to each class. 


Quicken keeps a separate register for every account. The registers store 
chronological lists of the transactions entered in each account. Accounts 
often refer to these registers as journals. 


To correct erroneous entries, simply go to the register and enter a transaction 
that reverses the transaction. Or, you can correct the original transaction. 


Quicken’s business reports provide the information necessary to review bal- 
ances and determine adjustments. For income and expense item (catego- 
ries), use the Quicken income statement. For balance sheet items (accounts), 
use the Quicken balance sheet. 


See trial balances. 


Since Quicken does not require period-based accounting, there is no need 
to close period or years. If you wish to close and bar editing of historical 
transactions, simply use Quicken’s transaction password to deny access to 
transactions prior to the close. (See “Requiring a password to change earlier 
transactions” on page 74 in the Quicken User’s Guide.) However, Quicken 
does not require you to “close out your accounts” at the end of an account- 
ing period. 
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Index 


A 


accounts 
chart of, 2 
income and expense, see categories 
special account for undeposited 
payments, 33 


accounts payable 
accrual-basis, 20-24 
cash-basis, 18-20 
reports, accrual-basis, 22 
reports, cash-basis, 19 


accounts receivable 
accrual-basis, 30-38 
balance forward method, 31 
cash-basis, 25-29 
open item method, 31 
special account for undeposited 
payments, 33 
accrual accounting 
defined, 5 
using asset and liability accounts 


to recognize revenue and 
expenses, 10 


archiving your files, see the 
Quicken User’s Guide 


asset accounts 
accounts receivable and, 25, 30 
depreciation and, 11 
prepaid expenses and, 39 
tracking receivables 
accrual-basis, 30-38 
cash-basis, 25-29 
assets 
accrual accounting and, 10 
fixed, 10 


A/P report by vendor, 19, 22 
see also accounts payable 


A/R report by customer, 34 
see also accounts receivable 


balance forward accounts 
receivable, 31 


balance sheet accounts, 54 
see also accounts 


balance sheets, 10 
payroll liability and, 43 


58 « Index 


balances, unpaid 
by project, 35 
customer, 34 

balancing a Quicken account 
with a bank statement, see 
reconciling 


bank reconciliation, see the 
Quicken User’s Guide 


bills 
entering as postdated checks, 19 
entering in accrual-basis accounts 
payable, 21 
entering in cash-basis accounts 
payable, 19 
paying in accrual-basis accounts 
payable, 23 
paying in cash-basis accounts 
payable (printing checks), 19 
budget variance graphs, 8 


business categories, list of 
preset, 3 


business reports, list of preset, 6 


business transactions, keeping 
separate from personal 
transactions, | 


C 


Calculator DA, 40, 45 

capital accounts, 12 

capital equipment, 10 

capital gains, 13 

capital (owner's equity in the 
business), tracking, 12 

cash bookkeeping, defined, 5 

cash flow forecasting, 29 


categories 
assigning transactions to, 4 
business chart of accounts, 2 
payroll, 42 
rental properties, 14 
standard business categories, 3 
chart of accounts, 55 
defined, 2 
numerical, 9, 42 
setting up, 3 
checks 
payroll, writing, 45 
unprinted, 19 


classes 
job/project tracking and, 9 
property management and, 15 
rental properties, 15 


clients 
tracking costs for, 8 
see also customers 


collections, 34 
compensation, gross, 43 
corporations, 13 

cost accounting, 8 


credit memos, 31 
cash-basis accounts receivable, 26 


credits 
from vendors, 21 
to customers, recording, 27 


customer history reports, 35 


customer payments, entering 
accrual-basis, 31 
cash-basis, 26 


customers 
A/R report by, 34 
balances, overdue, 34 
balances, unpaid, 34 
reports, sales by, 37 
transaction report by, 35 


D 


department tracking, 8 


deposits, deposit date different 
than date received 
payment, 33 

depreciation of assets, 11 


discounts 
from vendors, 24 
to customers, 33 


dividends, see investments in 
the Quicken User's Guide 


E 


Edit Splits command, 27 

employer contributions, 44, 46 

employer payroll expenses, 43, 
46 


employer's quarterly tax return 
(Form 941), 53 


equity, tracking, 12 
expense categories, business, 2 


expenses, passing through to 
client, 28 


F 


fixed assets, 10 
forecasting cash flow, 29 


Form W-2 (Wage and Tax 
Statement), 51 


Form W-3 (Transmittal of 
Income and Tax 
Statements), 52 


Form 940 (Employer's Annual 
FUTA Tax Return), 52 


Form 941 (Employer’s 
Quarterly Tax Return), 53 


FUTA tax return (Form 940), 52 


G 


general ledger, 56 
graphs, business uses, 8 


gross compensation, 43 


H 


help with problems, see 
troubleshooting in the 
Quicken User’s Guide 


history 
project, by, 36 
report by customer, 35 
report for a single customer, 35 


income and expense graph, 8 
income categories, business, 2 


income statement (or profit and 
loss) accounts, 56 


income, sales 
by customer, 37 
by project, 38 
by salesperson, 38 
by time period, 38 


installing Quicken 
see QuickStart Card; “Technical 
information” topic in Help 
interest, loans, 12 
investment income, 13 


investments, see the Quicken 
User’s Guide 


invoices 
entering manually, 30 
payments received, 31 
tracking with accrual-basis 
accounting, 30 
tracking with cash-basis 
accounting, 25 
IRAs, see the Quicken User’s 
Guide 


IRS forms 
Form W-2, 51 
Form W-3, 52 
Form 940, 52 
Form 941, 53 


J 


job costing, 8 
job/project reports, property 
management and, 17 


job/project tracking, 8 


K 


Keoghs, see the Quicken User’s 
Guide 


L 


legal billing services, 8 
liabilities 

accrual accounting and, 10 
liability accounts 

accounts payable and, 20 

equity and, 12 

how used by QuickPay, 42 

loans and, 12 

payroll and, 43 

unearned revenues and, 39 
loans, tracking in liability 

account, 12 
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M 


managing property, 14 
medical billing services, 8 
modified cash-basis, 5 


mortgages, see loans in the 
Quicken User’s Guide 


multiple jobs or clients, setting 
up subclasses for, 9 


N 


net worth statements, see 
balance sheets 


numerical chart of accounts, 4 
payroll and, 42 


O 


office, sales by, 38 


open item receivables, 31 
"Other" in reports, 7 
overdue customer balances, 34 


owner's equity, 12 


: owner’s draw, tracking, 12 


P 


P & Lstatements, see income 
statements 


partnerships, 12 
passing through expenses, 28 


payables, see accounts payable 


payments 
bills, 23 
undeposited, special account 
for, 33 
payroll taxes, 49 
received from customers, 31 
payroll 
checks, printing, 48 
checks, writing, 45 
deductions from gross pay, 45 
expense categories, 42 
liability accounts, 43 
quarterly tax return, 53 
reports for, 50 
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setup, 42 

speeding entry of, 47 
tax form information, 50 
tax payments, 49 


payroll reports, 50 
numerical chart of accounts 
and, 42 


posting dates different for 
receiving payments and 
depositing in bank 
account, 33 


prepaid expenses, 39 
principal, loans, 12 
printing payroll checks, 48 


problems, see troubleshooting in 
the Quicken User’s Guide 


profit and loss statements, see 
income statements 


project history report, 36 
project tracking, 8 
projects 

reports, sales by, 38 


transaction report by, 36 
unpaid balances by, 35 


property management, 14 
reports, 17 


Q 


quarter, sales income by, 38 


R 


receivables 
accounts, 33 
reports, 34 
see also accounts receivable 
reconciliation, see the Quicken 
User’s Guide 
recurring entries, see 
memorized transactions in 
the Quicken User’s Guide 
register, recording payroll 
checks in, 47 


rental properties, categories, 14 
rental property, 8 
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reports 
A/P, accrual-basis, 22 
A/P, cash-basis, 19 
A/R by customer, 34 
business, list of, 6 
customer history, 35 
numerical chart of accounts and, 4 
payroll, 50 
project history, 36 
property management, 17 
receivables, 34 
sales by customer, 37 
sales by project, 38 
sales by salesperson or office, 38 
transaction details, 35 
unpaid balances, 34 


retained earnings, 13 


S 


sales by customer report, 37 
sales by project report, 38 

sales by salesperson report, 38 
sales income by time period, 38 
sales tax, 26, 31 


salesperson 
report, sales by, 38 
tracking income by, 8 
Schedule B, 13 
Schedule D, 13 


security, see passwords in the 
Quicken User’s Guide 


setting up Quicken for 
business, 1 


sole proprietorship, 12 
split transactions, payroll 
checks and, 45 


spreadsheets, computing 
payroll tax bases with, 51 


statements 
tracking with accrual-basis 
accounting, 30 
tracking with cash-basis 
accounting, 25 
see also invoices 


subcategories for payroll, 43 


suppliers, see vendors 


T 


taxes 
employer, tracking, 46 
payroll, paying, 49 
reports to fill in payroll tax 
forms, 50 


withholding on payroll check, 45 
time period, sales income by, 38 


transaction groups and payroll 
checks, 47 


transaction reports, 35 


transfers 
payroll checks and, 48 
payroll tax checks and, 49 


troubleshooting, memory, see 
the Quicken User’s Guide 


U 


Undeposited Payments 
account, 33 


unearned revenues, 39 


unpaid balances 
by customer, 34 
by project, 35 


unprinted checks, accounts 
payable and, 19 


V 


vendors 
accrual-basis reports by, 22 
A/P report by, 19 


W 


W-2 form, 51 
W-3 form, 52 


Numbers 


940 form, 52 
941 form, 53 


